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FALL SEMESTER

1975-1976 Academic Calendar

Student Registration

Clastes Begin

Thanksgiving )Recess

Classes End

First Quarter Student Teaching

First Quarter Courses

Second Quarter Student Teaching

Second Quartet Courses

SPRING SEMESTER

Student Registration

Classes Begin

Spring Recess
4

Classes End

Commencement

Third Quarter Student Teaching

Third QuarierPCQurses
A

Fourth Quarter Student Teaching

Fourth Quarter. Courses

4

August 21 - September 3

September 4 (Thursday)

November- 27, 28

December 19 (Friday)
1

September 4 - October 24

September 4 - October 24

October 27'7 December 19,

October 27 - December 19

January 5 - 14

January 15 (Thursday)

. Mara) 22 - 26

May 21 (Friday)

May 26 (Wednesday),

January 15 - March 19

January 15 - March 19

March 22 - May 21

Maiith.29 - May 21

4'
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ACADEMIC AFFAIRS

I

tP

DEADLINES0

The Office for Academic Affairs 4s, responsible for all matters pertaining
to instruction, curricula, faculty recruitment, and academic planning.

. New Programs,

All revisions, in undergraduate programs and course; and all new coursdts
for September, 1976, must be submitted to deans and directoxs before
October 1, 1975, All proposed major programs for.September, 19750 must'
he submitted to deans and directorg before April 15, 1976.

Reappointment

First year faculty members are informed, in writing, of reappointment or
,non - reappointment not lAter than March 1.

Second year faculty members are informed, in writing, of reappointment
or non-reappointment to a third year by December 15; they are informed
of reappointment or non-reappointmeht to a fourth year by June 30,:of
theiX second year; fac ty members are informed of reappointment Or non-

. reappointment to a 1fiftli and sixth year by June 30 of their third and
fourth years, respectively.

Other Deadlines

A comfl to schedule of deadlines will be distributed-shortly after the
beginnin of the Fall Semester.

COURSE NUMBERING

Theslistinys consist of a 3-digit alpha code for all pkisting subject
fields, an( , 3-digit number code distinguishing course levels. The
system is explained 'in dei.hil on page 31 of the college bulletin.

C
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EXAMINATIONS

Exams are scheduled by the individual instructor during theiregular 75
minutes clas4'perivd(s). Department chairmen have urged, as a guideline,
that final exams not contribute to more than one-third of the total
semester grade. _Students are privileged to review all graded\Ie;A/Papers,
short papers, reports, 'tests and final exams. Graded. work should be kept '.
for at least one scfmester for this purpose.

Aninstr4ct'or should expect to be informed by any student who 'misses a
final examination rwcause of an emergency situation. Upon notification
by the student, the department chairman. or ache Academic Affair's Office
will inform the instructor if the student cannot do so personally. The
instructor may request documentationof,justifiable absence before pro-
viding make-up Arrangements.

STUDENT ABSENCES

Absence from class because of illness, urgent persona) reasons, or
cOnflicting engagements is generally handled informally between student

. Mid in?tructor! Instruct-oss and students should notify the Studen.
Development Office (Dean or Students) when a situation prevails in which
vontinued or prolonged absence will affect a student's academic progress.

A studonf who misses a final examination for an excusable reason must
make arrangements with his instructor to reschedule the final examination,
or he will receive ; tirade of therein.

FIELD TRIPS

Academic programs may requir off-campus, work or eield trips. Arrangements
must be made ten days in advance. Legal responsibility requires clearance
in advance by the mffi(o of Academic Affairs.

Guidelines

1. Whenever possible, athletT7'eventS should be scheduled at night and
on :saturdays.

The department chairman must approve .all field tri?s sponsored by
faculty of hi-, department.

3. All trips must he scheduled ten days in advance.

4. No students"wili be administratively excused within two weeks
,ter'

the end of classes..

A student who misses a class in order to participate in a regularly
scheduled college athletic event is entitled to an administrative
excuse, pn such cases, the student should be provided the opportuni.,ty
to.make-up, without penalty, ahy work or tests that were missed. The
student should initiate the arrangement, and it should then be to the '

mutual satisfaction of instructor and student,

11

r
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Procedures

w--1.414..jhe Faculty member must provide to the 6ffice of Academic Affairs a
list of names of all field trip participants at least six days in
advance. A form for the list is available in the Office of Academic
Affairs.

2. Ordinarily, class absence reports willnot be issued; however,-)

instructors may specifically request individual students to obtain
absence reports from the Office ofoAcademic Affairs.

3. Within ten days of the field t\-sip, the faculty member should give :
to his dean or director.Pthree copies of the Field Trip Request and
or Application which is available from his depaftment chairman, or
from the AcademiC Affairs Office. (for use of bus) One copy will
be returned immed.iately with approval or comments.

4. Just before a bus leaves the campus, the faculty member must leave
with the'Academic Affairs Office any deletions or additions of names.
so that the college knows of every student involved,` in case of
emergency. .

Bus Trip Costs

Bus trips will be arranged with the Director of Business Services.
Transportation costs will be charged against the mate ?ials and sapplies
al-location for the department requesling the bus, eiccepT incases where
students will hear the-transportation expenses..

GRADES

The criteria for determining the final grade must he clearly explained
and presented in writing by the professor to each class section at the
opening of theOw semester.

Each instructor is responsible
grading system is one in-which
approximatelyIthe same meaning.

Academic standing

for
the

the grades he giv0e. An effective
es of all instructors carry

is reported by the use of the following symbols:

Excellent
Good
Fair
Poor
Failure
Passed Satisfactory
Unsatisfactory

INC - Incomplete Work
4 WP - Withdrawn from course:Passing

Wit, MF - Withdrawn from course, Failing
WD - Left College -
CR - Requirement met by exam
IP - In progress

-3-
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Incompletes

Incomplete grades ar-- granted only flr evidenced illness or other serious
problems. Incomplete grades should not be given 4o a student who wishes
to avoid a failing grade or who, through negligence, has not turned in
work or taken exams. The student is responsible for contacting the
faculty member regarding the completion of course work and meeting the
deadline date.

Failure to complete the course work by-the deadline means that the grade
of INC may be converted to the grade of F.

The grading system is further outlitied in the college catalog.

STUDENT COMPLAINTS AGAINST INSTRUCTORS

The following structure for processing student comp).aints against in-
structors shall replace the present policy (Feb. 13, 1974, Senate"
Resolution) on or before November 1, 1974:

-r

I. Each department may establish its own complaint procedure
and committee, preferably with student members. The -

procedure shall be posted on a department bulletin board
accessible to students and faculty members, and copies
shall he sent to: The Student Affairs and Faulty Affairs
Councils of the Faculty Senate, the bargaining unit, the
Dean of Students, the SGA Executive Board, and the appro-
priate Dean or Director.

II. Each school or division shall establish a procedure and
committee for appeal of complaints, and a procedure for

a selecting faculty for an Appeals Panel, follpwing these
guidelines:

A. At least six faculty members, .including at
least one from each department in the school
or division, shall he elected to the panel,
from which three are to be drawn bh lot, either
annually or for each appeal heard. Annually,
one.panel member shall be designated to receive
appeals. For each,appel, one faculty member
from the department involved shall also s'it on
the committee. A faculty member involved in thk
appeal shall' not sit on the committee hearing
that appeal.

B. The SGA Executive Board shall choose an equal
-number of students for the school/division panels,
at least one from each department-within the
school or division. From this pAnel three are to
he drawn by lot, either annually or for each appeal
heard. For each aPpeal,.one student from the de-
partMent involved shall also sit on the committee.
A student involved in the appeal shall not sit on
the committee hearing that appeal.

;
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C. The Procedures for appeals shall be posted on
bulletin boards accessible to students and
faculty members, and copies shall-be sent to:
the Student Affairskand Faculty Affairs Councils
of the Faculty Senate. The bargaining unit, the
Assistant to the. President for College Relations,.
The Dean of Stqclents, the SGA Executive B6ard,
and the. appropriate Dean or Director. The pro-
cedures shall also be included in the faculty
and student handbooks.

III. The order of steps to be taken by a student having a complaint
against,a faculty member shall be as folloWs: (If either
party is not satisfied with the decision at any step, appeal
may be made to the next step.)

A.' Discussion with the faculty member.
B. Discussion with the chairperson of the department.
C. Appeal to the departmental complaint committee, if any.
D. Appeal to the school or division complaint committee.
E. Appeal to tip Dean of the school or division.
F. Appeal to tAe President of the college.

IV. The complaint and te proposed solution, from step B onward, shall_
be pz'ovided in writing ty all parties involved, to the Chairperson,
and to the next group or person appealed to. Minutes shall be
kept at each "step, and signed by all present. Hearings at each
step shall be held' within three to seven days after the request
for hearing.

NOTE: In the interest of fairnesslto all concerned, it is
recommended that complaints not be'made public, and that legal
actions not be taken, until all steps and procedures have begn
utilized.

s,

ACADEMIC DISHONESTY

Principles by which the faculty are guided:
.

1. It is assumed that students are sincere in their work toward a degree.

2. Evaluation, whether in daily discussion, written assignAnt, or
testing, should be regarded by the students and the-faculty as an
opportunity for self-evaluation and used by the faculty as a mean
for / planning future work.

3. Students'.attempts to circumvent their own learning and the cor ect
appraisal of their achievement by the faculty through substitu ion
of borrowed facts and ideas (either on tests gr in any kind of written
or oral work) is in direct violation of the above. Both stu ents and
faculty should provide whatever m ns-are necessary to insur eithical

3 behavior of the students in their ily class work and e3.6m nations.

I
-5-
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.if 4. At test materials should be safeguarded.

*ft

Specific suggestions to the faculty for the encouragement of honest and

, thoughtful performance of students-

I. All class assignments should be clear.

3. Adequate time for preparation should be provided before examinations.

Tents should be changed annually and for different class sections if

they are schedule at different times.

a. Student assistants should not have access to these materialS.,

b. Discarded copies should not be left in wast baskets.
c. Extreme care should be exercised in staring examination materials.

Experience has indicated that the faculty member's home is the

safest Itace.

5. Adequate physical arrangements for exami.nations should be provided.

Policies for disciplinary action for academic dishonesty:

1. Cases of students who are dishonest in their academic work should be

dealt with in a prompt and uniform manner. The College regards academic
dishonesty as seriously as it would any other kind of dishonesty.

2. The faculty member who suspects erg has evidence of dishonesty. .should
first discuss the matter with the student or students involved.

3. The faculty member should then discuss. thesituation with the chairman

of his or her department.

-4. For the first-offense of a student who seems to have MadeFia mistake in

°practice, rather than been guilty of iytention, or in a Case that clearly

warrants,leniency, the faculty member arid' c a rman working together

may do one of the following:

a. Grade the work ire question "zero" or "failing";
h. Allow the student to demonstrate that he can fulfill the

assignment through his own honest effort if doing this Would
give him herieficbal experience;

c Average the ,,econd grade with the zero in determin" g the

studynt',, final grade. 4

The action should tie reported to the appropriate an.

V
5. For a first offense, which seem, to ho a clear case of cheating and

which does not seem to warrant leniency, the chairman of the department
involved presents the case to the Administrative Committee on Student

Conduct. ,

-A



a. This committee will listen to the evidence presented by
the faculty mumljer, wi11 give the student A hearing, and
will consider other related data.

b. If If tile committee concludes that the case oes not warrant
leniency:

4

(1) The student will be excluded from. further participation
'n class, and a grade of WF will be recorded;

(2) be parents pef all unmarried Students under 2,1 will be
otified by The Dean of Student DevRlopment Serviceg';

(3) The student will he referred t9 t0 Student Development.
Divisioti for counseling;

(4) The Dean of Studerbt Development Services will record
this action. v

4

6. If academic dishonesty which warrants leniency is repeated, the case
will he referred tb the Administrative Committee on Student Conduct.

If academic dishonesty which does not warrant leniency is repeated,
the case will be referred to the Administrative Committee on Student
Conduct which probably will recommend dismissalof the student to
the President, unless clear evidence is presented that a more lenient
action

V
whould he taken.

Filt:ULTY ADVISEMENT

Each stude has a faculty adivser from within is major department. Advt.sens
are assign3 by the department chairmen. The chief activity of the faculty'

4
adviser is tha.tof assisting the student to seLect appropriate.courses ;

during ealapre-registrafion period, in order that the student may. be assured
of meeting requirements while at the same time benefiting from the expertiSe
of the faculty member in regard to recommended electives. It is expected
that advisers will meet st ants at times other than pre-registration for
the purpose of becoming acilainted with each other and for counseling on
study methods. The adviser should be alert to personal or gm?eionalprob7
lems of the adyisees as well and refer his adviSees to the proper resource
on campus whorn necessary.

.

The ,,Office of Academic Advisement and Evaluation is the Central agency for
assuring that departments as.sigp advisers and for maintaining the lists of
advisers. In addition, this office, in conjunction with the Registrar's
Office, supplies the academic inforrdation to advisers which they will/need
as the basis for their assistance to stude9ts in pre-registration. The
Advisement Office creates and issues Contro1 Sheets of Degree Requirements
to students, checks students records-for progress toward the degree beginning
at the junior year, and thoeks the records of all applicants for graduation
in, order to certify thei,r

1.

Some Suggested VooCedures fot Advisors:

1. It is de,7,irable that each adviser arrange to mc.14.1phis adVisees at least
once each SemeAter other thanpre-rtvgistration advisement; whft informal-

,
conversation and rapp)rt may t facilitated.

1 f,
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2. i4e dvisershould,equip hiniself by a th-Ough study of policies;:

proce ures, andLcu'rriculum requirements 'o rf his specific majo and
t

distribution.requirements.,- Study of:.the catalog, materials suliplied,
by "the Advisement'Offite, and materials' incorporated in the Mapgr..! A
Schedule are.(seeespecially.page-oneA the resources to be,used.

- ,
A

, r
.

/ N .

0
4

3, Each adviser .shoUld maintain a folder, of infolmation relatinto'his !
1

.:

'advisee'. Incorpbrgted in the file pray beinformation'gleaned.from.
the.Student, his gi-ade-geports, a !Copylbf-the Control Sheet, especially
for upperclhssmen, and a record of conferences with tie .advisee. Pro-

..,

vision should be Made for forwarding this file'tO firiute.advisers,-
should the student 'change his mayor program. .

A. ., .

.

. 4. Adv,IserS'should post Office hours and be available to advAeeS by'
..I-appointment. e

. .

c ,

. .d

'Some of the'more frequent problemstencountered in the academic areas

f.

are these:

a. Inadquate'study methods. Some studentskeel that putting in
hOuis is the same as,studying. `T..ey need to be shown how to 'get
inforpation from a text, how to:make notes, ,when to do assign-

. dents.- In any event, the averagestudent should plan to study
two hours outof class.for each hour in class. Most.students

I are bewildered when a faculty Member tells them toustudy
harder." Show. theM.,how!

b. fTAkin a heavier load than can be handled. Mgny,stUdents_take
' 17 or 18 s.h. of work in a semester after 15 8.h. of below 2.00
average in'the previous semester., The resulliS are almost always
unsatisfactory. The weak student can be adyise&to take a lighter
load, perhaps 12 to le's-h. (12 s.h. isi,the- minimum requirement
tar classifijation,as a full-time studene.) iA student who is
currentlygcarryin6 aload too heavy for him can lessen his load
by withdrawing from a cotirse,by the deadlines announced in each
Master Schedule. Some students will need'help to,/-eept, the
possibility that they may need to take 'longer than four yearS to
graduate.

c. Continuing in an unsuitable major. A student wishing tc change
his major' should discuss this with his adviser. A change of major
form is aVaiIgble in the Office of Academic Advisement and Evalu-
ation. The form requires the 'signature,of the chairman accepting
the student as well as that of the chai4man of the department

r releasing the student. The steps should be taken in that order.
Deadline dates must be dbseryed: October 30 for the Spring semester
and March 30 for the FAll semestdr. F.

.0

d. Negative attitudes toward work, college, professors, education,
which may or may not be based on fact. He needs a chapce to air
these views withqut fear of retributiorf

e. Unrealistic expectations. Because of reater cApetition in
college, studentswho were outstandln igh school are sometimes
devastated to discover that they cannot mat tain the same grade.
They should be helped to adjust their expectatiqns to the changed'
competitive situation.

1
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f. Unrealistic attitudes. Many stUdents.are nit aware that success
in college demands hard work. Others work hard on the wrong tasks.
Many marginalstudentsmistakenly believe that it is possible to,
succeed while carrying a heavy road of activities, long hours of
Work, or a_ very active social life. The adviser can assist.a
student in establishing his priorities. .

N
, , .

g. Ability,-purpose, maturity. Althod0h it is difficult to instill' a
desire to dearn; the adviser should be'aware that most men and .

Women who fail in college are not dedicated, students.,,. The adviSer
who encourages students to meet-the demands of the-college may
save many from academic failure, In Some cases, students lacking
a-sense of, purpose'or the abi]1ity to cope with deMands of the
college education should be referred for professional counseling.-

,

STUDENT TEACHING

The following is the student teaching requireMent f(7ir-the bachelor degre
as approved by the State Board of Education:

Graduation from a New Jersey college with a degree earned in a program for
the preparation of teachers signifies that the student has succetsfulily
completed this curriculum an s recommended sby the institution for the
New Jersey teachihg certificate.

Supervision by Faculty

Supervised student teaching is included as one of the requirements in all,
teacher edpcation curricula: PrerequisitOS for admission to student teaching
are listed in the college catalog. It is recognized that students may per-
form successfully in the academic courses and'still prove unable tolperform
adequately in a teaching situation. Unless the college has supervised this
teaching experience, it,. lacks adequate basis for judging the candidate's
success and for granting the degree in teaching. The student teacher who
is supervised by only one 'department will be visited a minimum of three
times. Students majoring in English, Mathematics, Science or Social Studies
will be visited a minimum of four times, twice by the major department and
twice by the'appropriate eduCation department.

.

Supervisors of student teachers with fesponsibilities for preparing the final
evaluation are asked to submit the evaluation for each student supervised
within four weeks _followilog the close of the student teaching period. Students
who are doing poorly in their student teaching should be Named as early as
possible.

, ~1.

To avoid excessive expense and time in the supervision of the work of these
students, centers have been established insofar as is possible within an
hour's ride from the college. Attempts are also made to place as many
students.as eadh center, thus enabling college personnel to
supervise the work of two or more students in a given day.

8
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If a student should fail-student teaching, at lest one semester must
elapse before he is permitted to repeat the student-teaching expience.
An,"Incomplete", is given when, for illness or other circumstances beyond
the student's control, he is unable to complete his dtudent teaching. ,In

the event of voluntary withdrawalor dismissal, with "WF" or "WP" will be
recorded by Ile instructor.

FACULTY REFERENCE STATEMENTS FOR GRADUATING STUDENT

Facultl'i embers, who agree tcp write reference statements for students,
should fo ward their'pfeparelbstatementsas soon as possible tothe Place-
pent Office-. The Placement Office will then be able to forward a complete
set of the student's official college placement credentials to interested
'prospective dMPloyers..

ADMISSIONS POLICIES .

The college' catalog summarizes detailed admissions r irements. Faculty
members are encouraged to participate.in the formulation of recommendations
for improved admissions policies and'orocedures. Recommendations may be
made to the Oirector of Admissions who will channel them to the appropriate
committee.

Transfer Admission

Transfer students will be considered for acceptance if they have a
cumulative grade point average of least 1.8. However, competition for
admission has usually forced the cumulative grade point average somewhat
higher. Transfer credit will be allowed for letter grades of wD" or better.
Grades for transfer credits are not recorded nor computed in determining
a student's cumulative quality point averAge.

-10-
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DIVISIQN OF CONTINUING EDUCATION

/

Until the end of the,, Spring Semester of 1973, the Division of COntinuing
Education was responsible for the admi istration of the part..time evening
progrm involving credit and non -cre t course Witi the implementation
of the "one-college" concept the a nistrati rx of those courses and pr
gramS.which carry academic credit b Me the Pesponsibility of those off es
which handle the full-time prograM. The Di'V'i5ion of Continuing Education
has the responsibility for planning, organizing, and supervising programs
of Activities which include the following:

1. Courses involving non-credit college level work both on and off campus.

2. 'Courses involving credit and non-credit' college le1vel work at off-
campus centers.

3.2 Direction of summer sessions and special Sapd innovative,prdgrams
/ such sas,workshops, seminars, and conferences.

4. Drrecting'the College's efforts toward establishing and maintaining
academic, social, and cultural relationshipsswith the community.

The Division of Continuing EducatiOn represents the college in various
community agencies affiliated with programs involving students and faculty.
The Office explores community needs and recommends possible College re-
sources that may be used in meeting these needs.

Faculty

Policies and regulations'set forth by the College apply to faculty employed
in association with programs)administered by the Division of ContinUing
Education. (A facultymember receives 3 s.h. of within load credit for
teaching a 3 s.h. course.) When a Continuing.Edudation course is taught
as an-overload, additional compensation as prescribed by College regulations
is paid. Overload must he approved by the Dean of Educational Services
in cooperation with the Office of Academic Affairs. Regular faculty members
are employed on a first priority basis and coadjutant faculty are employed
in instances where regular faculty are unavailable.

Non-Credit Courses

These courses are offered which provide an opportunity for individuars to
continue learning and/making productive use of valuable time. Such courses
offer an opportunity to study for the knowledge to be gained, to obtain
certain types of certification, or to develop or improve job proficiencies,
usually without pressure of academic grades.

Summer Teaching

Regular faculty members are given first consideration as instructors for the
summer session.. There can be no guarantee, however, that a staff member will
be employed during the summer session. A faculty member who desires such
employment should di-rect a request to his or her department chairman.

. 16
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Summer Courses c,

Students must obtain written approval from the OffiCe ofl'Acdemic Advise
ment and Evaluation in order to enroll for summer .courses-to be taken at

Trenton State College or at other institutions prior to enrolling in these

courses.

Grades for summer courses taken elsewhere are nit included in determining
the st'udent's cumulative grade point average. Grades for courses taken at
Trenton State College during the summer sessidn are included as part of

the student's averag, f9r the following semester.

For more and detailed'infotmation regardingeofferinbs in the Division of
Continuing..Education, refer to the SUmAer



rM

GRADUATE DIVISION
0

The,College offers 263 programs leading to graduate degrees on the Master's
_level. For detailed information regarding graduate offerings refer to the
Graduate Bulletin.

The Office of Graduate Study is responsible-"for the admission, registration,
and official records of graduate students. Graduate Office publications
include an annual bulletin and a quarterly newsletter. Faculty members are
invited to contribute to the Newsletter.

The Graduate Facult,

The Graduate Division,is governed by the rules and regulations of the
college and the policies set forth by_ he Graduate Faculty and the Graduate
Council. Membership in the Graduate Faculty is s$ective. 'Graduate
Council membership is restricted to members of the Graduate Faculty *The
Dean and Associate Deaof Graduate Study with vote, 'and the Vice President
for Academic Affairs without vote. Further information and procedures for
application to the graduate faculty may be obtained from the Graduate
Office.

Graduate teaching faculty.arelassigned from the regular teaching staff of
the collegewithin the normal instructional course load. Minimum qualifi-
cations.for teaching graduate courses include the earned doctorate.

A faculty member receives four semester hours of within load credit for
teaching a three semester hour graduate course. Whenva graduate course is
taught as an overload, additional compensation is paid at the currently
approved rate per semest r hour. An overload assignment must be approved
by the Department Chair n and the'Dean.of Graduate Study. Coadjutant
faculty members are empl yed as needed.

5 ,

ti
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GRIEVANCES

Please note the following from the Agreement between th State.of New
Jersey and the Council of New Jersey State College Locals, NJSFT-AFT,
.AFL-CIO, February 22, 1974, Article VII Paragraph G, Sub-paragraph 6:

.9

6. Claims of violation of proced re by any promw6ion or
retention committee must hav been reported.to the
president of Ahe college by the individual gfievant

,

within seven (7) days from the date on which such
claimed violation took place or seven (7) days from
the date on which the individual grievant should have
reasonably known of its occurrence. In the event or..
failure to report the occurrence within such seven (7)
day period, the matter may notobe raisedjn any later
grievance contesting the validity of such commi'ttee's
recommendation or apy action based thereon;

Grievances. should be taken up with4the co-chairperson of the Collective
Bargaining Agent's Grievance Committee, Dr. Marion M&Lebd (Speech Commun-
icationand Theatre Department).

MERITI

he Board of Trustees upon the recommendation orthe President may provide
e eritus status for a retiring president, dean, or professor, should it
d sire to recognize meritorious performance. Such a retiring faculty
m mber shall have served a minimum of fifteen years in one or more of the
S ate colleges and shall have hald the rank in which he'i8 to receive
e eritus:status a minimum of five years preceding the date of retirement.
S ch a faculty member shall have the right to attend and to speak at all
f culty meetings. He shall have the usual faculty rights and privileges
a I may accept assignments to teach, to lecture, or to perform research
f r the college.

I

10
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TRENTON STATE COLLEGE

Trenton, New Jersey 08625

Office of the President

4

TO: TrentonState College Students
r

FROM: Dr. Clayton ,R. Brower

DATE: March 25, 1975

Telephone: (609) 771-2101

RE: Family Education Riggs and Privacy Act'of 1974

I am writing this 'letter .to each student at Trenton State
in accordance with the'requirement of the Family Education Rights
and Privacy Act of 1974, which has now become effective. Because ,

there were so many ambiguities in the first draft of the act, it
was impassible to prepare and publish implOMenting regulations
prior to this date"without creating confusion for students and the
institution's various offices. The Family Education Rights and
Privacy Act requires that the students be informed of their rights
regardirig access to the records of the College. Please note the
enclosed policy which will explain in greater detail the specific
policies relating to records at Trenton State College.

Students should be aware that: 1. they have the right to
inspect and review their 'personal academic records, in the Registrar's
Office for undergraduates,and in the Graduate Office for graduate

lfr students. They also'have access to the confidential, disciplinary
records ih the Dean of Students Office. Most students already know
the information contained in these files. 2. students are given
an opportunity to insure that their records are not inaccurate, mis-
leading, or otherwise in violation of the privacy rights of the
student. 3. no personally identifiable student-information con-
tained in the academic record file or the disciplinary file will
be released to unauthorized persons by, or in behalf of, the College
without the written consent of the student. An exception is the
release of information under court orfer or subpoena.

The piovisions of the Family Education Rights and Privacy
Act of 1974 will continue to provide privacy for the records of
individual students, but will-necessitate the students having to
provide a written release for information they wish ethers to have.

-15-
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STUDENT RECORDS POLICY
AT

TRENTON SXATE COLLEGE
( 4

There are two types of official records at the Colleges The academic
record' consists of a folder and record card for undergraduate students..
These materials are maintained in the Office of the Registrar in Green
Hall. For graduate ttudents, they are maintained in the Graduate Office
-in Green...Hall. The inform tion contained in these records is not given
to unauthorized persons w bout the express consent of the student involved,
except under legal compu sion, or in cases where the safety,of persons of
property is involved, gs determined by the supervisor of that office. The
supervisor of the office, or designee, assumes responsibility fqr imparting

,information contained in these records. No inquiring person handles the
file personally, nor the material it contains. The folder is maintained
for approximately seven years after graduation and is then destroyed. The
academic record is kept on file permanently:

b

For those students who are involved in disciplinary situations, a second- '

official record is mainjained in a, confidential file in'the office of fhe
Dean of Students. Information frbm,these records is not given to unauthor-
izedyersons without the express consent of the student invol/ed, except
under legal compulsion or in cases where the safyty of persons or property
is involved, as determined by the Dean of Students. The Dean of Students,
or designee, assumes responsibility for imparting .ziebrmation contained in
theSe records. No inquiring person handles the file personally nor the
materials it contains. 'Routine destruction of non-current disciplinary
files occurs at the and of an,eight-year period, pr upon graduation, which-
ever comes first. The cqsiplinary record contains the statement of
charges-against the student, the disposition of the case, and the summary
of the testimony. A student has the right to place in this folder his own
account of the incident for whichhe is charged. No records are kept which
reflect political activities or beliefs of students.

There are'also other information files at,the College for those students
who choose to use the various services:

Financial Aid. There is a financial aid file which includes the application, .

Parents' Confidential Statement, and final decisions relating to the awarding
of financial aid. The student has provided most of the information contained
in these.records and it is available to him with the exception of the Parents'
Confidential Statement. The parent must indicate whether the student may
see this information. The Parents' Confidential $tatement is the parents'
property and fiot that of the student.

(
Placement Office. A student may prepare Trenton State College placeMent
credentials for forwarding to interested prospective employers by the College
Placement Office. The candidate's placement credentials are composed of
references written by Trenton State College faculty and staff. The student ,
teaching summary may be included in these placement credentials upon the
written request of the candidate to the academic department.

NG'
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All personal reference statements written afters January 1, 1975 will be
made available to the student by the Placement Office., However, if a
student wishes that the. placement references remain confidential, the
student may sign a form waiving the right to see or secure a copy of his
or her awn placement file.

IOW

'Counseling and Learning Center. The Counseling and Learning Center main-
tains working files for those seeking its services. They are available to
no one other than the counselor working with the individual student. The
Counseling Cente folder contains an application form, copies of any tests

0taken, and an uation of services completed by the student. The Learning
Center record ntains an application form, an interview form; and a progres
report( form. . .

Health File. At the time f entry,' each undergraduate student is requested.
to domOete a h,1:alth form in order that the Health Center may better serve
the students when they seek assistance. All information is supplied by the
studenl or in consultation with the stuciaat.

. , A

Directory. Directory information will contain name, local address, home
address, telephone number. and major. If the student does not wish this

ormationto be published, the directory information card should not be
ed nut Ahe time of registration.

Personally identifiable information will not be released to individuals by ,

the College without the written consent of the student, except to College
officials who have educational interests, some govtrnment officials spec-
ifically outlined in federal legislation or in connection with the student's
application for, or receipt of, financial aid.

Students will be required to submit a written and signed request for any
information they wish released by the College. Telephone calls;or in-person
verbal messages will not be honored.

March 25, 1975 I



TRENTON STAVE COLLEGE

Criteria and Procedures for
Faculty Appointment, Reappointment,

Tenure and Promotion

PREFACE

The attached document covering criteria and procedures:lealing with
tenure; appointment, reappointment* and promotion was approved byothe
Faculty Senate at a special meeting on, May 25, 1972. Our Board of
Trusteels, approved, in principle, this document on July 25, 1972. This
is a working document. The criteria and procedures are intended to
be guidelines, not absolutes, and should be applicable in individual
cases to those faculty members hired aAer:September 1972. We should
continue to be firm in our program of affirmative action of hiring
minorities and women. Individual departments and divisions should 0

direct their attention directly to t5e9e statements, and develbp more
specific procedures and'criteria that apply to acanmic excellence in
a specified arewor field. i

Approval of these guidelines represent4 an important institutional step
towards acadeMic quality. Modification will be made as the new c011ective
bargaining agreements are made and as the needs, characteristics and
directions of,the college change. A

I am particularly grateful to the great time'and effort devoted to this
document by Thomas Faugbnan and William DeMeritt of the Faculty Senate,
William Rrqwn and Fred Pregger of't.he Faculty Association, Frank Erath
and Frank Updike of the Trenton State College Chapter of AAUP; James
Forcina, Executive Vice President; and Wade Curry, Dean of Arts and

I

Sciences, as well as members of the Faculty Senate of -72.

Clayton R. Brower
President
August 23, 1972

NOTE: Should there be any cases in which there is a discrepancy between
the following criteria and prdceduties and the February 22, 1974
Agreement between the-State of New Jersey and the'Council of New
.Jersey State College, Locals, NJSFT- AFT,'AFL -CIO, the latter takes
precedence.

23
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CRITERIA FOR APPOINTMENT OF FACULTY ,

For senior ranks there may be more stringent requirements, but the
following guidelines ap ly to all hiring:

1. For most field , the appropriate doctoral d gree or its near
completion, is desirable at the time of fi st employment.' A
continuing and strenuous effort should be Made to recruit more
minority-group faculty. 9 .

t3 a

2. In addition to covering specialties.needed, departments should
make certain that they are developing a faculty with a diversity
of skills and interests and of educational'preparatiOn. They
should beware of hiring too many graduates of a single university
and be cautious of hiring their oAr graduates.

3. Since teaching ability'fs the most important criterion for
faculty selection at this college, it would be very useful
to see the candidate teach - eitl r here or at his place of
employment.

4. Valid rior experience is important, This experience, if
present, should demonstrate:

a. Teac ing effectiveness.

O

b. Interest in and success with student activities, campus
governance, and community involvement.

c. Recent scholarly achievement or leadership An his field.

5 It may be necessary or desirable to hire some facul y with
exceptional talents and qualifications despite the act that

they do not hold the doctorate. Some of these facu ty-might
achieve tenure. For others, part-time appointments which do
not lead to tenure might be appropriate. Still oth rs might '

be told at the time of` hiring that the post will no lead to

.tenure. / .

0

6. Although th4re may be specific exceptions in some f elds,'as.

a rule, only those who possess of receive the appropriatt
terminal degree will gain tenure. Each d4partment'should develop

Ale

specific criteria for such exceptions.

2 ,;
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PROCEDURES FOR APPOINTMENT
ti

. 1. In making its' recommendations for appointments, smaller departments win.
probably operate as a"committee of the whole." Larger department's will
operate through an elected "personnel comMittee,," or through ad elected
"hiring committed." (splitting personnel decisions-among two ormoge cofn-
mittees). It is'essential, in any case; that the faculty of eagh,depart-
ment

.
be involved jn and take responsibility for appointment recomMendations.

2. Those faculty in the department not om the hiring committee should be per-
mitteld to review the.papers of candidhtes wider consideration; they should
also have an opportunity to meet these candidates when they visit'-.the
campus and comment upon their qualifications.

.Ae

T. An, early responsibility of the committee should be to draw up o to approve
the job description, which should, as far as possible, include the specialty,
assignment, duties, responsibilities, Vnk, avild salary benefits.

4. Prior to the candidate's visit, the chairman and dean should arrive at an
agreement on the rank and salary. The candidate should know.the likely
rank and salary before his visit.

5. The committee' should not depend solely upon letters of recommendation;
it s*hould make several telephone calls to people who might know the
candidate's work and are not listed as references. Those-with frienas
at the candidate's institution can often gain more honest, less charitable
evaluations than those of references chosen by the candidate.

0

6 'A schedule of events for the candidate's visit should be published. It
should provide opportunities for meeting the department's students and
facully frk a thorough and lerigthy interview, perhaps,for meeting faculety
from other departments, and certainly for an interview with the appropriate,
dean. If the appropriate dean disagrees with the recommendation he should'
state his reasons the department in 'question at a meeting of the depart-
ment called for that purpose.

7.) Whenever posslble, student impressions of-candidates should he noted
before an offer is made.

8. Any let -ter of offer should he so worded as to make it clear that it is
not a contract. The letter of offer should be written by the appropriate"
dean. J

9. The statements on criteria and procedures for appointment, tenure, and
promotion should accompany the dean's letter of offer. If the department
has an additional statement on criteria and procedures for appointment;
tenure and promotion, this statement should also 'be supplied to the
candidate at the time of the offer.

1O. A contract will he issued by the president after the appointment is
approved by the Board of Trustees.

as
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CRITERIAfrOR REAPPOINTMENT, TENURE, PROMOTION

I. Teaching Ability

The faculty Member's principal. responsibily is,that of teaching
students. Consequently it is imperat.ive thAt evidence be collected°
as accurately and.objectively as possible in-the evaluation of his
teaching ability for the purpose of determining reappointment, tenure,
or promotion.

N. FAculty Evaluation
15,

1. A candidate shall be'observed and evaluated in the classroom
ana,,in other Situations by the department chairman and at
leagt two other faculty in the department during each appointive
year.

2. Faculty eValuation'should show evidence of:

a. subject mastery and continuous growth in the -field
b.. self - awareness of abilities and limitations
c. adaptability
d. careful and thorough preparation
cs. rapport with students

B. Student Evaluation

1 A faculty member should be evaluated at least orce by the students
in every section (class) he teaches in each semeter. The evalu-
ation,s will not be signed.

4

2 Each department should develop its own evaluation instrument but
all forms should include at least the following items:

a. ability to present subjeCt matter and/Or deVelop perforMnance
skills

b. organization of class Material
c. sensitivity to student feelings and problems
d. fairness in dealings with students
e. interest in subject
f. responsiveness to *itudent ideas, questions, and discussions

3. It is desirable to have more than one evaluation in each section
during the semester, but if only one is made it should not occur
at the time of the final examination.

4. The faculty meRber may elect to share his student evaluations (all

of them, not a selection) with the chairman and the appropriate
departmental committee. Though it is his'perogative to keep the

'students' evaluations for his own-personal use, he should be
advised that the students' evaluations are a significant part of
the departmental recommendation concerning his work.

2
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II. Scholarly Achievement

The concept of scholarly achievement is broad-and may vary in form, scope,
and puipose. Scholarly accomplishments in the facility Member's discipline :j
or field are of greater significance in the evluation for his-reappoint-
ment; tenure, -or promotion than are accomplishments' in areas which are not
related to his teaching and field. The criteria below are illustrative
of scholarly.achievement. It is not suggegted that all,these criteria

00must be fulfilled, particularly case of the faculty member who
demonstrates excellence or exceptional depth in some of them.

A. Educational BackgrOupd
0

4

1. The appropriate terminal degree in the faculty members discipline
or field, or rapid progress toward its 'attainment in the judgment
of his department chairman and the departmental tenure committee(

2. Active participation in. professional workshops and conferences,-
4 or pUrsat of'yostdoctoral study at credit-granting universities.

3.. Private study with experts in the field.

Research O

1: Research of recognized quality, completed or4in progress.

2. Completed unpublished research,

3. Knowledge and use of significant and up-to-date research, in
f the field.,

C Publications

1. Articles or reviews in professional journals

0 2. Books, editions, or Chapters in books (published by_recognized
pUblishing,houses).

3. Original papers for conferenCes'o profeSSiopal societies.

D. Creatime Work

1. achievement in such areas as musical and dramatic
perfdtmances, musical compositions, creativewriting, direction
of 'theatrical:productions, and other accomplishments in the
fine and applied arts.

1/42. Creative contributions within the department and college, such
as leadership and participation in the design of pew courses
and progrAs, work with advanCed students, currieuluni reform;
'sand subject matter research.

2
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III. Contribution to Department, College and Community

The breadth and quality of a fe,culty member's partidipation in activi-

ties of his institution And the community, other than his teaching and
research, filay contribute much to, the academic development of the insti-

tution and to the educational growth of members of the college and j

community.

A. College and Departmental Committees: leadtr-ship, willingness to

serve, arid diligence in pursuit of committet work.

R. Participation and leadership 'irt organizations concerned with institu-
tional governance and faculty welfare, such as the Faculty Senate,

AAUP, the Faculty Associtation arid other faculty; organizations.

C. Sensitivity to academic, and personal needs of students, such Is
counseling, advisement, and extra-:curricular activities.

D. Success in carry,Lpg out activities for which released time is

granted..

A. Participation. in community affairs. 0

IV. Profes-sionN1 Responsibility

A faculty member demonstrates by his professional activity and leader-

ship that he feels and shares a resporisibility for his profession.

A. Particikati'M and leadership in regional and national organization/ .

in the discipline or special field, including such activities as

serving on govetning boards, chairing meetings, and leading

discussions.

B. Professional service as a co ultant, member. of a task force, or

member of an accrediting team.

C. Responsibility to his students and-department:

1. The faculty member meets his classes regularly and is avail--

able for student Zonsultation a* reasonable times.

2. He participates willingly and fully in appropriate departmental

and college business.

D. Observance of academic freedom:

1: He observes AAUP policies, concerning, freedom and the

responsibility of freedom and actiop.

2. He is careful to differentiate his role as an individual from
that of agent of the institution (as defined in AAUP 1940

.
Statement on Academic Freedom and Tenure.)
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E. Professional relationship with faculty in the,
stitution as a whole:

1. The faculty member maintains high ethical
relatipnships with students, faculty, and
college community

14'
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PROCEDURES FOR REAPPOINTMENT AND TENURE

While there will be a thorough review of reappointment applications, using
all the'Criteria listed, this review will be much more searching for tenure

applications.

'1. Each department will have a Tenure Committee, or a committee designated
by another title, assigned the task of evaluating faculty for tenure and

reappointment recommendations.

a. Each department chairman must keep an accurate and complete file

on each faculty member, including observations, evaluations, and
communications pertaining to the criteria for reappointAtnt and
tenure. the'faculty member shall be given the opportunity to
review the contents of his departmental file upon application.
Confidential letters of reference secured from sources outside
the.college shall be excleded from the materials available for
the faculty'hember's inspection. The departmental file will be
open to review by the faculty members of the Tenure Committee,
unless the individual faculty member specifically requests in

writing' that it not be reviewed by the committee.

b. The faculty member shall complete areappointment/tenure application
form, so that he may present evidence in his own behalf.

2. The composition of 'the committee will be as Hollows:-

a. Department chairman, who serves ex- officio with vote.

b. All the tenured faculty member/ of the department; or a group
of the tenured faculty elected by all the members oethe depart-

ment. If the committee consists of a portion of the tenured
faculty, it will make its recommendations to all, the tenured

.faculty who will make the-final departmental repdrt.

c. If there is student representation on the committee, the students
will serve in a consultative role without vote.

6.*

d. In the case of a chairman without tenure, the same procedure will
be followed as in 2b, except the Chairman shall not be present
at the discussion of his own case. I

e. In the case of a department with no tenured members, the recom-
mendation will be made by the department chairman. In the. case of

a non-tenured chairman in a department with no tenured members,
the dean will consult with the members of the department.

3. The chairman presents the departmental recommendations to the appropriate

dean or academic division director. 4

a. The recommendation.will be accompanied by a supporting statement
which will detail specific evidence reflecting all of the estab-
lished criteria for tenure and reappointment.



p, The chairman should be prepared to defend the department's
recommendations to the administration.

c. The President will defend his recommendations before the.Board
of Trustees.

d. The Board of Trustees and the President should, on questions of
faculty status, as in other matters where" the faculty has primary
responsibility, concur. with the faculty 'judgment except in rare "

instances and for compelling reasons which should be stated in
detail.

a

PROCEDURES FOR PROMOTION

1. Each department will have a Promotion Committee, Or a committee designated
by another title but assigned the task of evaluating faculty for promotion
recommendation.

a. Each, department chairman must keep an accurate and complete file
on each faculty member, including observations, evaluations, and
communications pertainipg to the criteria for. RTP. The faculty
member shall be given the opportunity to review the contents of
his departmental file upon application. Confidential letters of
reference secured from sources outside the college shall be excluded
from, the materials available for the faculty member's inspection.

b. All individual faculty members with academic rank may submit an
application for promotion, together with written substantiation
to the claim for promotion:

c. Applications should be submitted to the appropriate departmental
chairman or departmental committee. In all cases an application
must first receive consideration at the departmental level. An
application not kpproved at the department level may be submitted
.directly to the college-wide promotion committee by the applicant.

The composition of the committee will be as follows:

a. Department chairman, who serves ex-officio with vote.

b. Irraddition to the department chairman, the committee /hall
consist of at least four (4) members who will be elected by
all members of the departmipnt.

c. If there isOudent representation on the committee, the students
will serve in a consultative role without vote.

d. In the case of a chairman or another member of the departmental
promotions committee eligible for promotion, the same procedure
will be followed as in 2b except,that he shall not be present
at the discussion of his case.

e. A written ranking shall be made by the Departmental Promotions
Committee.

3
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. 3. The Chairman shall present in writing the departmental recommendations
for promotions to the appropriate dean or academic division director

for review.

a. Each promotion recommendation will be accompanied by a supporting
statement which will detail specific evidence reflecting all the
established criteria for p-romotions.

b4 The department should seek the,advice of the appropriate accrediting

agency in question relating to equivalencies to the doctorate.

4. The college promotion committee shall consist of five or-more members

of the faculty. The committee mau establish a systematic procedure to
receive student input. This committee shall function a) to review and
consider applications and b) td submit its own written recommendations
in order of priorityto the college president.

a. The college pJmiotion committee shall have the right to consult
with the appropriate departmental committee, departmental
chairman, administrators, and the individual submitting-the
request fpr promotion.,

b. The college promotion committee shall make its recommendations
on merit rather than on attempting to maintain a numerical
balance among departments of the college in determining
eligibility for promotion. 4

c. The college promOtions committee will use the following guidelines.
in dermining eligibility for promotion.

1) Preference will be given to faculty members on tenure.

2) Preference will, be given to faculty members with a minimum
of three years at the current rank.

3) Prefrence will b given to persons matriculated in a
doctoral progra over those takihg a variety of graduate
courses not I ding to a degree, other conditions being.
equal.

4) Input from faculty, students, administrators and departmental
promotions committee members and departmental chairmen is given
careful consideration.

5) It is most unusual for an individual to be recommended fQr

promotion of more than one rank.

6)4 The graduate work should be at an institution 'accredited

by the regional accrediting association.

5. The individual applicant for promotioq,shall have the righ\ to request,

and receive, an appearance before the college promotion committee to
speak on his own berialf during the committee's deliberations.` However,
after the recommendations have been made, a faculty member who wishes

to appeal must provide extraordinary andcompelling evidence to warrant



a change in evaluation.He shallipe notified in writing seven (7)
days advance of any deadline date for appeal'if.he is not being
recommended for Promotion at either the departmental or college
promotion committee level and notified inwriting of the committee's
decision on such appeal.

6. If the President believes aliteodering of the priority listing is
justified, he should state his reasons to the committee 'at a meeting
called for that purpose. Promotions shall be made by the Board of
Trustees upon recommendation of the President.

7. Alri applicants for promotion shall be notified in writing of the final
decision. When budgetary conditions later permit, additional promotions
may be made based on the recommendations of the college-wide promotion
committee.

t.

3
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CAMPUS COMMUNITY SERVICES

ADDRESS FILE

At the opening of oaCh academic year facUlty and staff are requested to'
provide information for an address file which is maintained in the President's
Office. All changes of campus_ and home add esses or telephone numbers should
be reported immediately to that office

CHECK CASHING

A revolving fund has been established by the Student Cooperative Association
to cash checks for faculty and students. Checks up to a maximum of .$50 wi
he cashed at the Student Activities, Fund Office on the first floor of Gree
Hall. Faculty members must present their college iden ification'card.

' COLLEGE STORE

The College Store is located next to the relocatable classrooms adjacent to
the HUB parkinn area.

The regular hours are:

Monday - Friday 8:30 a.m. until 5:00 p.m.

Store hours arc' extended at the, beginning of each semester.

The College Store is a separate entity of the college chartered in 1941 by
the Student Cooperative Association. It is under the direction of a.manager
who,is responsible to a Board of Trustees consisting of six students and
six faculty members. Profits realized by the College Store are used to
benefit the Student body.

Forms for Required booklRequisitions and dates for their completion are
sent to Department Chairmen by the College Store. These requisitions ire
to be submitted to the College Store through Department Chairmen.

COMMUNICATIONS

Bulletin Boards

Official notices are posted on five locked, glass-covered bulletin boards
which are located in the Roscoe L. West Library, Decker Nall, Phelps Hall,
Travers-Wolfe Towers, and Green Hall. To have appropriOte notices posted,
faculty or students should deposit five copies (on paper preferably not
larger than 10" x 14") in the Dean of Students Office.

Campus Line

Campus Line, published by the College Relations Officesbi-weekly when classes
are in session, reports policies, professional activities and research of
faculty and staff, notices of eventsi and other items of interest to the
college community. It is distributed to all employees through the college
mail. College personnel are encouraged to submit items for publication
to the Director of Public Information.

3



Today 'at Trenton" to

Official announcements and notices of forthcoming events appear daily in
Today at Trentqn which is distributed to residence halls, offices, and
itudent social areas. Copies are available at display boxes gn vauious
buildings. Items should be submitted in writing to the Student Center
3 days before publication.

WISP

Educational and community service programming is offered through WTSR, the
campus radio station located at cr1.3 on the FM dial. Programming was expanded
when power was increased to 1500 watts. The power increase permits WTSR to
reach more than 30 miles with broadcasting in stereo. Members of the college
community are encouraged to contact the station manager directly in Kendall
Hall. Telephone: 771-2420.

COMPUTER CENTER

The Computer Center, located on the basement level of Green Hall (Ext. 2181),
serves students, faculty and administration.

The center is equipped with an IBM 1130 Computer System. A cal-comp model
1627 is available for plotting.data and executing drawings. Conversational
terminals are available. he terminals utilize CALL/360 timesharing
languages. "Fortran, PL/1, and Basic, plus AP:

The college has access to a Model 370/1680perated by the New Jersey Educational
Computer Network, Inc. This facility is the'primary source of computer resource--
available to the faculty. The batch terminal used for access to the network
is located in the computer center. Questions on account numbers and computer
time available for ,stgdent and faculty use, should be referred to the Directoi
of Computer Service,, Mr. Henry H. Matelson. Questions to languages and soft-
ware facilities avaitalle should be *referredeto Mr. Matelson, Director,
Computer Services, Ext. 2181, or to the Academic Computing Coordinator,
Mr. Robert Duncan, Ext. 214N.

FACILITIES USE POLICIES

Collrge facilities are available for activities and programs related directly
to brood institutional abjectives when -,ponsored by recognized campus organi-
zations, depilrtment,, and admini5Arative unit. The college also Assists
organizations of the imimediate community.and the state by making fArilities
available for meetings, confecence,,, banquets, and tvining programs when
possille.

All instructional space is assigned by the Registrar. Scheduling of other
facilities is (oordinaled by the calendar office (2261) in the College Center.
All requests from organizations outside the, collcoo must be directed initially
to the Director of Collor Events, Office of Public Relations (236B).

Charges for us( of fact itics are ,'soled aci-ork4ing to space required, custodial
help needed, teThnical a,,,silktance and te,Inti(al equipment used, security
coveXigo provided, etc. Th( college re,,erve-. the right to adjust fees to meet
unusual demands when making arrangment,, for use of facilitiqs. The right to
deny any .request for Use of facil:tio; yith the college administration.
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COLLEGE RELATIONS AND ALUMNI AFFAIRS

The Office of College Relations serves as the communication center of the
college, disseminating information on and off the campus through various
publications and news Media. Requests for the use of college facilities
by outside groups, arrAngement of conference exhibits, special evants', and
a Speakers Bureau are also coordinated by the staff.

Campus Line, a weekly newsletter for, employees, On the Inside, a quarterly
publication foraparents and friends; Athletic a)oster Newsletter; the Alumni
Review; and Trustee Line are edited by staff members.

(
Fkiblic Information

News stories gathe'r'ed, written anq distributed by the DirectOr of Public
Information and suggestions for feature stories no to medj.a throughout the

,state and region. Official college announcements, news about campus events.
and members of the college community, and sports news releases, mustbe
channeled through this office. Limited photographic service is available.
Staff members assist the media through press conferences and production of,
special r dio and television programs. The Speakers Bureau is a voluntary
projecik h-ich provides opportunities for faculty and administrators to speak
at mectin of various community organizations. For assistance please
contact ex i ion 2368.

Publications and Pr

\

The Director of Publica s is responsible for planning, designing, and
. ,

prodarcing all college publications other than student publications. .Assist-
ance with design ideas, layout, editorial judgment aneproduction coordina-
tion is available to departments and other college groups.

a

Because printed materials must he processed within state regulations, all
prinaing requests must be made at least 8 weorrin advance of desired
delivery date. A longer period will allow adequate time for design and
print services -- galley proofs, page proofs, and bluelines--which are
necessary for complete professional jobs. Please direct all printing
requests (exceptxerox or offset forms) to extension 2368

College Events

The Director of College Event-, is responsihleifor the coordinator of mijor
college events. As'1,istance is available to college organizations in planning
conferences, banquets and social functions. Facilities are av;Wahle. to off
campus groups for meetings, conferences and training programs. arrangements
for those oroups for meeting space, meals, and special equipment should be
.cleAred with the Director ot College Events, extension 2360.

Alumni Affairs

The Director of Alumni\Affair is the primary liaison between the college and
the Alumni Association with t 2(),()(m) rviher,.. In addition to planning and
executing alumni program,,, the director a,si,t with the preparation of the
alumni newsletter, coordinates mailings to alumni, and implements fund raising
projects that include the Alumni Annual Giving Campaion. Requests for assistance
from the Alumni iation hould channelil throuolj the director, ext. 2303.



STUDENT CENTER OFFICE

The Student Center Offire i located in the HUH. Much of the coordinating

of student activities and assisting organizationt in planning for events is'

do c. Most --student organizations have mailboxes in the Student Center

Office and messages may be left for them.. Faculty' members,who wish to
schedtile.rooms for other than classes should contact the Reservationist for

this service. Some reservations, especially those in which a. request for`

food. service is iircluded and when Residence Hall facilities are requested,

require the completion of contract forms.

Other services provided include publicationand distribution of Today at

Trenton. If,special notices are to appear, these should be 'submitted on

forms provided. A calendar of college events is distributed each semester.
A Lost and Found service is also provided. Sign printing and du licating

are available for eominal foes.
a

For information relating to any of the services provided, call extension

2264 or 2265.

TELEPHONES,

Telephones in the college offices" should be used only for official businesS.
-Departments receive a monthly charge for all calls made from their telephone
extensions: When calling all other New Jersey institutions, callers should
use the SCAN system which is pxplainod in the SCAN directory.

Public telephones are provided in numerous buildings, including Green Hail,

the Ifibrary, Phelps Hall , the HUB, Packer Hall, and residence hails,

TICKETS 'FOR CAMPUS EVENTS

Many campus events are open to faculty and staff without charge. Admission
to athletic events is free when college T.D. cards are shown by employees:

An admission charge for certain ,poial events, particularly if popular
entertainers arr featured.. Inquiries should be directed to the Student
Activitiv,, office in the HUB (Ext. 2264).

COLLEGE CoUNSELINC, AND LEARNINc, CENTER

-The College Counseling and Learnino Center is part of thelliuision of Student

Development Services. The doneral goal of the center is to provide help for
students in overcoming problems in living and learning to provide assistance
for students in developing their potential as full-functioning people. This

general goal is accomplished thrpugh a variety of speific services and

program)-;t

01P

The (77,11(41e Counseling Center provides a full range of personal and career
counseling and testing services to students both individually and in groups.

Counseling- is viewed by the Center as being a valuable educ'ational experience

that can lead to in, rea',ed ,elf-understanding and constructive personal action.

The College Courn,oling Center is also Active-in teaching Human Relations.coprses
that enable student., to learn more about themselves, about interpersonal rela-

tionship skills, and helping relationshil) skills. In addition to counselinn
Ind teaching, the College Counseling Center engages in consultation with students
and faculty, in research activitips geared to A better understanding of the

student population :tnd the college environment, And in the training of under-

graduate students in counse-lino and human rolatiom.
f.ltr' -34-
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The Learning Center provides assistance to students who feel theft. present
methods of learning are inadequate. The Learning Center provides a.wide
range of services and programs including individual tutoring, counseling
.and a variety of skill improvement programs designed to meet neels on an
individual basis (reading, study, writing, and math skills):

Along with skill programs, the Learning Center offers at peer tutoring
program and professional counseling. Since many learning problems stem from
inadequately met personal needs, by providing close, _support and the oripor-
tunity to learn and qevelop more efficient and meaningful learning technique,
each student will be a-ble to 'improve his skills and his. adjustment to collge.

The College Counseling,.and Learning Center welcopes all referrals. The
Center accepts two'sources of referral. The majority of students request
assistance through their own initiative; others are referred by faculty
anci other college wrsonnel. Faculty referral plays a major role in
401ping some stud.rits who otherwise would not receive help. Faculty
members rho come into contact with students who could benefit from the
services4avnilable through the College Counseling and Learning Center are
encouraged -OD suggest the possibility to the student.

EQUIPMENT

Equipment should he available to all faculty. It is expected 9nly experi-
enced people will tit, expensive and complex equipment. The person borrowing
the equipment-should return it immediately after he has finished using it.
Student- teachers should not borrow maps, globes, records, musicalinstru-
ments, science or other equipment except with the approval, in writing, of
the demonstration teachei-. Such requests must he presented at least 24
hours before the,poriod of intended use.

A

FINANCIAL AID TO STUDENTS

Questions regarding financial aids should be directed to the Financial Aid
Directarin,the Student Personnel Office. Financial aid is described itiva
sec Alom the student lindbook. Scholarships and prizes given by indijidu-
als or grolips are also listed in the Financial Aid Office.

All questions pertaining to hlring os students, hourly wages, and all other
matters of student employment should be directed to the Director of Financial
Aid, 1H1 Green Hall.

FOOD SERVICES

Snack bars are located' in Phelps Hall and the HUB. These fajilities are
open for breadtast, lun h, and dinner with the no mal short-order items

Vending machine-. whi(711 dispense beverages, ca' Ay, sn cks, and ice cream are
located in the basement of Green Hall and in Ihe HUB.

A faculty-staff dining tdom66 locratPd in Phelp- Hal I, is open for lunch and
dinner when the cglloop i, in

36



GYMNASIUM..

Members of the faculty and staffamay use the athletic facilities by arrange-
ment throOnli the Director Of Athletics or the Department of Healtit. and

Physical Education in Packer Hall. Facilities include the basketball
courts, swimming pool, tennis courts, handball court, ,and weight training -

room. A sauna bath, located in the men's physical training room, is
available by arrangement.

HEALTH SERVICES

Healttl.Center staff and, facilities are located in orsworthy Hall. Services

are available 24 hours per day while the,colle9e s in session, however,
after 0 p.m. for emergencies only. The doctors visit during the week from
8:30 to 10:00 a.m.-Monday through Thursday and from 12:30 to 2:00 p.m.
Monday, Tuesday, Thursday, and Friday; on Tuesday evenings from 7 p.m. to
0 p.m. Services of the,college physidlanS tb faculty and staff are limited
to emergencies and lob related injuries., Consultation with the nurses is
available during normal hours of operation.

The Student.Health Center does not issue medical excuses f;or absence from
class. Verifi;ation of date and time of treatment given at the Health
Center will be submitted-on relquest by a facuAty'member.

In case of an emergency (illness'or injury) Anywhere on campus, the faculty
member should call the Student Health Center, Extension 2483 or 2484. The
Security Office, Extens'ion 2168 should be called in the event transportation
to the Health Certior is requited.

Off-Campus In urips

Injuries oc.curring during c9llege-sponsored activities out of the city which
need immediat6 medical attention should be cared for by a physician cir at a
hospital. The faculty member in charge'is responsible for obtaining a
report from the attending physicial at the time of treatment and submitting
this to the Health Cent-or or college physician upon return to campus.

CENTER FOR MEDIA ?, TI;C}INOLOGY

The Center for Media and Technology (loc4ted:on the firs IIII floor of the
Education Ruijding, Ext. 2401), provides services to the college community,
on an on-going basis -- throughout the academic year. Services are'rendered
on a two-shift-basis -- six days and, four nights weekly:

Instructional Equipment Services

Room #112, 113 - Ext. 23-'7. Distribution and scheduling of standard audio
visual, sound equipment, and rear Screen facilities. General- circulation
equipment for delivery to class or foT pick Op at the Equipment Distribution

window includes: 16mm, 8mm, filmstrip, opaque, and overheadprojectors.
Combination projectors include filmstrip-record, filmstrip-cassette, and
single concept tape projectors. A full supply of audio equipment is avail-
able for most needs. (P.A. speakers, amplifiers, microphones, portable
screens, etc.)

t

EquipmentAnstruction is avai lahle by appointment. Generally equipment issued

at the Distribution Window will. he explained.

3u
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Media Production Complex

Roo #111. This is an unscheduled workroom area, available.to faculty and
students during the hours the Center is open, for preview of.materials'and
production purposes. Specialized areas, providing a variety of services
-surround three sides of3the workroom. A brief.description of these areas
follows:

Experidable Materials Center

Room 4111-A, Ext. 2114. Hoses and distributes a wide variptyvf materials
and supplies necessary for thQ_Rroduction processes carried on lih,the Multi-
Purpose Wokkroom. This Opcludes such items as: transparency film, trans-
parency mounts, audievtape, mounting board, dr.,-,mounting tissue, thermal
spirit masters, etc.

Instructional Materials Center

Room #111-J, Ext. :116. Houses And circulates commercially and lot ly
produced materials including: .16mm films, filmstrips, records, audi tapes,/
study prints, slides, single concept films; and combinatios of thes

A listing of all those materials is posted on the boards at tyre entrance to
the Media P c nrodutio Complvx.

Transparency Prodliction Lab

Isequipped for the producli o" a variety of overhead transparencies
a including simple black-and white, ,diazo color, aipbrUshed color, and the

. tecniwtian process.; IM machines in this area may also be used to prod1ce
0___J4thermal'spirit'masters.

Opaquing Room

Is equipped with two opaque projectors.

Equipment Practice Lab .

Contains a variety of projectors of all typos, Anyone who wishes to learn
to operate any of this equipment may check out a "Pnipak" which contains
step-by-step instructions for the equipment operation_.

.Audio lab

Is designed and equipped f.or previewing audio materials and duplication of
same. Two reordino booths Are available for the production of simple or
sophisticated audio prooram,;.

Two Preview ROOHS

Equipped to permit viewiag ol 16 mm sound films and Timm single concept films.

A student media advisor is available in the M(dia Production Complex to
assist in equipment .oppt,Ition And production proc? esses.

46,
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Television Production and Playback Services
yr

Ext. 2123. Consultation, organization, playback, and preparation for
video tapes produced on.- campus for. classes, or programs of the college.
Television production facilities include two complete p-oduction studios
-- one in the Education Building and the other in Kendall Hall. In additiop

. to this, there is a Mini Studio designedto permit from one to three persons
to be video-taped or play back a video tape.

(i.e., mini-lessons, interviews, skill.demonstrations, etc.). For more
( information; regarding television production andvideo=tape recording,
contact Ext. 2123.

Custom Graphics Production Services

)
.

.

esigned toprovide consultation arid production'services in all major areas'
of graphic communication necessary to support the faculty, instructional
,programs, and 'administrative functions of the college. Services are avail=
able 3n: graphic production, photography, television production, and audio;
production and duplication.

'NOTE: FOR MORE_SPECIFIC DETAILS AND DESCRIPICION REGARDING ALL.OF THE ABOVE
SERVICES, PLEASE REFER TO THE BROCHURES OF THE CENTER FOR,MEDIA,&'

1

TECHNOLOGY. .

/..--"

- :
,

INTERCOLLEGIATE ATHLETICS

,The Athletic department4Chitrges admission only to football and basketball'
games. Faculty and stiff- are admitted without charge by showing their I.D.
cards.

KEYS

Keys to fac*ty offices are issued through the department chairman and who
requisition them rom the Director of Facilities, Maintenance Wilding. The

''_chairman should b contacted if keys are lost. In on cases .should a faculty
member arrange to duplicate. keys,

MAIL SERVICE
.

ff A mail box is provided to faculty members through their division or depart-
ments. The college mail service picks up and delivers mail to administrative
and departmental offices at least twice daily. Faculty,mem6exs are requested,
not to send personal mail throug} the college, as departmen al fidgets are -

_charged for AllOUtgoing mail: Pink envelopes are provided for all infer-
-office communications.

5 1
.
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PARKING
1

Faculty and staff members must register their privately owned vehicles
and acquire card keys prior to 1 September 1975. The decals and card
keys are free for faculty and staff members and will'be'issued at the
Secuk_ty office when vehicles are registered. A state vehicle registration
certificate must, be presented for each vehicle to be registered. Regis-
trationmay be accomplished at the Security office, Bliss Hall, daily,
ffionday through Friday from 8 a.m. to 5 p.m. Parking decals, for the
75-76 school year will be available on'23 June and card keys on 18 August.
Registration should Be accomplished as soon after23 June as possible.

".
1. Faculty and Staff - In order to achieve efficient distkibution, the

following is suggested:

If your office is in:

J, Bliss or Bray

Green

Packer, Phelps, Relocatables

Use:

Parking spaces between Bliss Hall
and Bray Hall

Parking spaces_between Bliss Hall'
and Bray Hall

HUB parking area

'Armstrong, Kendall, Crowell, Lot adjacent to rear of those
and Nursing buildings

Humanities, Education, Library Education parking_lot

2. Visitors' Parking

a. Faculty members are requested to obtain an approved pass for
expected visitorbs prior to date of IrrivaI on campus.

b. Visitors without an approved pass should be directed to report
to the Information Booth for a temporary permit.

.



LIBRARY
;

Loans to Faculty

Faculty members may borrow books for their teaching and research needs, but
should return them just as soon as possible,- At the end of each college
year, all books should be returned or renewed. and accounts cleared with the
Circulation.Libratian.

BooAks and other materials on which there is a designated time limit, must
be retuned when due. This 'includes music'arid literature, recordingsv
books reserved by other readers, recent works of general interest such as
;'-ibvels, biographies, and polular titles on national and international issues,
books borrowed from bther libraries, and books on overnight reserve. As a
rule, no extension of a loan should,be expected b9 the faculty in'such cases:

Additional facilities and service§ offered to.faculty members include:

1. Borrowing books, magazines, and dissertations from other libraries,
through the cooperation of the New Jersey, State Library, Trenton Public
Library, Princeton University Library, Rutgers University Libraries
Princeton Theological Seminary Library, the Unisersity of Pennsylvania
Libraries and the Library of Congress. These items must be used in the
dorm and the time piescribed by the 14nding libraries.

2. Securing copies of magazine articles or sections of books for personal
use or for use by classes, in life with copyright regulations. Copies.
made from various types of microfilm can also be produced.'

3. Checking bibliographies or compiling bibliographies for faculty members
,as far as staff-time permits; the best examples are the annotated bib-
liographies issued by-the li rary.

4. Faculty members may borrow books from the libraries of any other New
Jersey State College, the Newark.College of Engineering,"and the.-New
Jersey College of Medicine and Dentistry. When borrowing, they must show
their renton State College identity cards. The lending library deter-
mines the length of the loan.

The Reference Librarian is in charge of interlibrary loans. She or the-
Librarian should be consulted concerning the compilation of bibliographies.

Book Ordering and Selection

The Library issures a publication, "Libr.S.riansi. Choice", as one means of
informing the faculty of selected netv books and other materials that have
been added. This puhlidtion will be sent to any interested faculty member
upon request to the Librarian. As.far as possible, the library notifies
individual-faculty members of purchases they have requested.

Faculty members are urged to examine frequently the book collection Of the
library in their own fields of specialization and personal interest. Sys-
tematic examination and checking'of many authoritative subject bibliographies
assures that there are neither major gaps nor antiquated materials that
should be replaced.

Ft
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Faculty members should make frequept requests for library purchases through
their department chairmen. The latter should forward these requests
immediatel9 to'the Acquisitions Department. Requests.for new periodicals

o.1 8(1
or backfiles should be directed to the Ser. s Librarian who issues from
time to time up-to-date lists of periodi 1 holdings (the latest was
published-in September 1971).

It is desirable that faculty memb indicate whether or not a book is
.

needed at once or suggested for late purchase only. Author, title,
pubkishei,'date, edition an price should be properly noted on each card.
The Librrian, the Head of The Bibliography and Acquisitions Department,'
the Acquisitions Librarian, and theReaders Advisers in the major subject
areas are always ready to discuss the best methods of book selection and
purchase with department chairmen and individual faulty members. The
systematic building up of the book collection is one of the most important
tasks of a college faculty; it must be a year-round operation. 4

Reserved Rooks

Please request for reserve only thosd books which are needed for actual
assignments to a whole class at a specific date. It is poor practice to
put on reserve titles needed only once in a while; this militates against
the legitimate'interests of other readers.

The system, of open shelves makes it imperative that lists of books to be
put on reserve he given to the Reserve Book Msistant (Circulation Dept.)
well before they are issued to students. Otherwise, books will not be
available when needed.. Forms for reserving books may be obtained from
her or other Circulation Department perSonnel. The following procedures
will greatly expedite: the necessary processing.

1. Submit two typewritten copies of your list.

2. List each book with call number, preferably in alphabetical order.

Books are put on class reserve in'the following categories:

1. NINE O'CLOCK OVERNIGHT - about half the volumes on hand of each title.

2., FOUR O'CLOCK OVERNIGHT - the other half, for the benefit of commuters.

3. DOUBLE RESERVE 7"ask -at- the - desk" book or rare item which is put on
reserve by a faculty member, also a strictly limited number of books ,

under pressure of heavy demand which need special protection. They
may only be used in the reading rooms.

4';
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Instructionsin the Use of the Lii(rary

This is one of the most difficult, but potentially also most rewarding
functions of the library staff.

The general coordination of all these instructional activities by the
library staff is in the hands of the Assistant Librarian for Readers*
Sermices. The first important instruction is given in the Freshman year,.
at the express-request of academic departments or individual instructors.
Members of the library staff, 'especially the Readers Advisers in Education
and Psychology, the Humapities, the Sciences, and -the Social Sciences as

.well as members of the Refefence Department, will be available 'to present
lectures geared to the needs of the specific classes. It is desirable
to arrange for such lectures some time in advance. The active support of
all faculty members who teach freshmen is urgently solicited.

Faculty members are invited to consult the Assistaxt Librarian for Readers
Services if their classes above the Freshman level need extended biblio-
graphic advice. The staff will make every effort to provide suitable staff 4
members to lecture On the subjects in question.

New faculty members are urged to secure from the Librarian's Office copies
of the report from the Faculty Committee on Written Expression and Biblio-
graphy. It contains instructions and examples of the bibliographic form
recommended for use by all students of the college. Staff members are
also ready to take over class sessions devoted to the literature on specific
subjects; arrangements should be made well in advance.

Service to Graduate and Continuing Education students

Graduate and evening students are entitled to full use of the library. The
.tuition receipt will'serve as proper identification.

Services IL Alumni

Privileges of the library are extended to alumni. The Alumni card is
sufficient identification.

The library admits qualified readers from the outside, if they are willing
to make a refundable deposit of 10:.

Policy on Library Responsibility and .Support

The library is responsible for the support of all approved programs of the
college. There are no separate departmental libraries.

The Faculty Library Committee, including nine members of the teaching faculty,
three students, and a few ex- officio members, advises the Librarian on
questions of general library policy and the distribution of budget allocations.

r
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cult Study

A si ll locked area is Pquipped with a very limited number of 'carrels.
Use of this area may be arranged through the Associate Librarian. A
Faculty Lounge is locAted nearby.

Guide 12 the Library

A printed Guide to the Library is regularly issued to freshmen, transfer
students, and new faculty members.

46
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PERSONNEL AND FINANCE

Personnel and financial matters pertaining to faculty and administration
are discussed lbelow. Questions should be directed to the Academic Affairs
Office or the Personnel Office.

ATTENDANCE REGULATIONS

FACULTY

-Faculty must meet,all classes except in cases of illness or authorized
absences. If a faculty member cannot attend his clasS, he most inform.
his department chairman and insure coverage for classes missed. All
employees are required to file an absence report each month. Forms are
provided lOy academic departments and must he forwarded to the Payroll
Office on the last day of each month.

DAILY OFFICE HOURS

Regular office hours are froM 8:30 a.m. to 4:30 p:m., Monday through Friday.
A

EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION

It is the policy of the college to consider all applicants for full-time,
part-time, and temporary employment without rpgard to race, color, creed,
national origin, age, or sex.

FRINGE BENEFITS

The faculty fringe benefit package is one of the most generoug in the
country. The college participates in the cost of retirement benefits, life
insurance and health benefits. Detailed information on these programs is
available from the personnel office. However,, the following gives some
notion Of the benefits provided.

Retirement

New Faculty are required to enter the TIAA-CREF retirement program. The
college contributes an amount equal to 8'7 of the faculty member's salary
toward the purchase of a retirement annuity. An additional five percent
is deducted from the hi-weekly salary warrant as the employee's contribution.
The employee may elect a planpf distiihution between TIAA and CREF. An
additional contribution may he made by the employee,,if he desires. Entrhnce
into the plan is effective upon employment. If a new employee is already
a member of a State sponsored retirement program, he may elect to continue
that membership.

Life Insurance

The college pays the entire premium for those persons in TIAA-CREF retire-
ment program for life insurance equal to three and one-half times the
employee's annual salary. There is also a provision for long term disability
coverage in this program.

4 r4



Members of the Public Employees Retirement System are provided free term
life insurance equal to one and one-half times their prior 12 months' base
salary. In addition to this amount, term life insurance equal to one and
one-half times base salary is provided for a contribution of 3/4 of 1% of
salary. Participation in this contributory life insurance program is com-
pulsory during the first year of Retirement System membership and may be
continured thereafter at your opinion.

Health Insurance
"'-

The college offers both a basic health benefits program and a major medical
program. Copies of the-booklet explaining health benefits for New Jersey
Public and School Employees are furnished to all employees. Additional
copies are available in the Personnel Office. Benefits offered include
Blue Cross/Rlue Shield basic plans and extended coverage (Rider "J").
Major Medical plan is offered through Prudential Insurance' Company.

The basic plan provides coverage on a schedule of benefits for hospital-
ization, surgiral care and medical care while hospitalized.

Once you or a covered dependent have individually and separately satisfied'
the deductible described below .within a calendar year, the Major Medical
Plan will pay eligible expenses that individual incurs during the rest of
the year:

3

80';of th-r first $2,000 of expenses

100'7 of the expenses above $2,000

The deductible is the first $100 of eligible expenses incurred by the
individual during the year, not counting expenses payable under, the basic
Blue Cross and Blue Shield coverage. Expenses payable under the basic
plan are not eligible under Major Medical Insurance.

It is necessary for an employee to satisfy the deductible only once during
a calendar year. . Moreover, once a covered dependent his also satisfied the
deductible, benefits will be paid for the rest of the year for all other.
qualified dependents without additional deductibles.

Identification Card

The Trenton State College picture I.D. card is the official College ftifi-
cation for'the staff member and should he carried at all times. The .D.

is non-transferable and may be secured at the Student Bank. -

Loss of the I.D. card would he reported immediately to the S.C.A. Finance
Office (Student Bank) in Green Hall. A fee of $2.00 is charged for a
replacement card. The I.D. card becomes void upon interruption or termina-
tion of employment and must be returned to the Personnel Office before the
employee leaves.

Payday

State employees are paid every other Friday. In the event payday falls on
a liciliday, paychecks may be received on-the preceding day. There are



twenty-six paydays in each fiscal year, which extends over the period
July 1 to June 30 inclusive. Checks are distributed at the Payroll
Office (Bliss Hall).or through some departmental offices.

Sick Leave

All staff '(classified and unclassified) are credited with one day of sick
leave for each month of employment during the first calendar year of
employment.

Starting with the second calendar year of employment, staff. members other
than faculty are credited with fifteen days of sick leave per year. Faculty
are credited with one and one-quarter days of sick leave each month of
cpmpleted service, Any amount of sick ,leave allowance not used in any
alendar year will accumulate to the employee's credit to be used when

needed. Employees will be partially reimbursed for accrued sick leave at
the time of termination of employment.

Sick leave is for a specific purpose to be used when one is ill. It is
not to be used as 'vacation time or simply as time off. However, one may
utilize sick leave for a short period of emergency attendance upon a member
of your immediate family who is critically ill, or due to a death in the
immediate family.

Snow

In the event of inclement weather, an absent employee will have the day
charged to vacation or to accumulated compensatory time.

Vacation

Annual vacation leave with pay willbe earned at the rate of one day for
each month of service. Twelve days vacation are earned for, every year up
to five years of service; fifteen days vacation after completion of five
years and up to twelve years; twenty working days v tion after completion
of twenty years.

Vacation leave must he taken in the year in which i is earned. In rare
instances,-whea it is impossible to take vacation le ve, it may be taken
in the year immediately following.

Vacation schedules are coordinated to maintaia effic_int operation of all
offices
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STANDING COMMITTEES OF TRENTON STATE COLLEGE
1975-76

Standing committees of the College are charged by the President to study
and recommend proposals through the appropriate administrative officer of the
College to the PreSident. The recommended policies shall be submitted in
letter form to the corresponding executive officer (vice president or the Dean
of Students) of the College who has the responsibility for the area-in which
policy is being recommended. The vice president is to serve as a transmit-
tal agent for recommended policy and will make his own recommendation on the
matter being submitted to the President. ,A vice president or a Dean of
Students shall'not veto or cut short recommendations that are resubmitted to
the President from standing.committees.

The President, upon reviewing the recommended policy, will confer with the
bargaining unit representative through established ch.ennels if the_recom-
mended policy dealt with is as covered in the e30.sting contract. The Pres-
ident will also confer with the Faculty Senate President. It will be jointly
ascertained if some other type of review is needed. The President will also
confer with the President of the Student Government Association. The Pres-
ident will make known his feeling toward the policy at this time. He may.
stipulate that a time limit for further campus review is feasible and needed.
After taking into consideration the further campus review and reactions to
the recommended policy, the President may either accept or reject the policy
and indicate his reasons. In some cases, the recommended policy may be a.
matter for consideration by the Board of Trustees. If the President or if
the Trustees approve'the recommended policy, this policy shall be disseminated
in Campus Line, the SIGNAL UTTIME UMANA, or in memoranda to the campus
community. A policy book or manual shall be established and the Presidential
endorsement and date of ,ny policy shall be recorded. The proper recording
of all policy shall be e tablished as normal practice. A similar policy
collection procedure should be established in each division and school of
the College.

Faculty membership is recommended to the President by the Faculty Senate;
student members are recommended by the Student Government Association.
Where the President has reservations ihout any recommended appointment, the
President consults with the appropriate Organizotion. Appointments to
standing committees are made by the President.

By virtue of Article. IX, Paragraph D,.of the Agreement between the State of
New Jersey and the Council e)f- New Jersey State College Locals, NJSFT-AFT,
AFL-CIO:

1
"The Union shall have the right to appoint one employee representative
to each college-wide committee of each state coIlege,'said representa-
tive being selected by a procedure established, and administered by the
Union consistent with the purposes of each of said committees and with
any term of office uniforMly designated for other committee members."

All faculty appointment, ate for a period of three academic years. Unless
otherwise specified, all committee members are entitled to4'ote. The
Faculty Senate revolved on March 13, 1975 that: "Members of College Com-
mittees facing extended inability to Attend scheduled ,Committee meetings

0



either seek a leave of absence from that Committee for the semester in which
the conflict occurs or resign from the Committee." All committee meetings
are to be scheduled at a time which will insure that the maximum number of
committee members will attend. 4

A'reor.ganization meeting is called by the previous year's chairperson as
soon after September 1 as possibl for the purpose of electing a new chair-
person. It is suggested that a vi e chairperson or co-chairperson also be
elected so that meetings might take lace at times convenient feir the
majority of the Committee members. Minutes of each. meeting will be sub-
mitted to the President's Office. Cotamittee minute abstracts receive wide
dissemination through the faculty and staff newsletter, "Campus Line."

It is important that a continuity of purpose exist within each committee
from year to year. In order to provide such continuity it is suggested
that new committee members be provided with selected previous minutes,{
agenda of ongoing items for discussion and action and any other_ informational
materials which would prove helpful.

-
Violations or conflicts with the contract should be reported to the Collective
Bargaining Agent throuoh its_ representative on the apiteopriate Standing
Committee: Each committees function shall be reviewed every three years
to determine whether its function requires redefining.

1. Academic Policies Committee

The Academic Policies Committee reviews and approves changes in program
(major and minor), new programs, and dropping of existing programs. It
also reviews, evaluates, recommends, and.approves college-wide academic
policies related to: 1) the nature of liberal studies requirements;
2) guidelines for major requirements; 3) guidelines for minor require-
ments; '4) academic programs other than majors and minors which are or
could be collegewide matters; 5) program articulations to prevent
overlaps, proliferation, or gaps in offering's; 6) investigation of
academic matters in order to anticipate future program needs, to plan
for the academic development of the college, to evaluate existing pro-
grams, and 1c) recommend changes in the academic program of the college;
7) other academic policy matters not specifically within the jurisdiction
of another college-wide committee.

FACULTY MEMBERS: EX-OFFICIO, WITH VOTE

C. Hanley, A 6 S '77

E. Menocal,
J. Kruppa, I.E.T. '76
J. Skelton, at laroe '76

T. Valiga, Nur-- '77
P. Winkel, A F. S '77

R. Shepherd, Ed. '78

E. Burke, Ed. '78
L. Fradkin, at laroe '78
L. Weaver, Registrar A.F.T
Students (5)

5

Academic V.P.
Dean, Arts & Sciences
Dean, Education

IX-OFFICP), WITHOUT VOTE

raduate Dean
Directors of 3 Divisions
Registrar
Director of Advisement



2. Budget Advisory Committee

The College Budget Committee advises and makes recommendations to
the President, holds hearings and communication with the faculty,
regarding the matters dealing with the budget as they may,relaterto
present and future planning. Members examine budgetary requests for
institutional and instructional programs in order to assist in estab-
lishing budgetary priorities'.. Information that is before the committee
is confidential until released by an offiCial act of the committee.

FACULTY MEMBERS: EX-OFFICIO, WITH VOTE

P. Hi.ack, A & S
J. Birodowski, at large
J. Karras, A F. S

P. Duffy, Bus.
S. Ruggles, I.E.T.
H. Hinck, at large
P. 011io, Ed.
D. Sutterley, Nurs.
F. Updike, Ed.
J. Elias, Ed.
Students (3)

'76 Executive Vice President
'76 Academic Vice President

Administrative Vice President
I 7 b.

I

'77

'77

'78
'78

'78

A.F.T

- 3. Institutional Planning Committee

This committee will assist the President in determination of goals and
purposes for the College. It will also recommend proposals for the \,
establishment of new facilities, new construction, and the improvement
of existing arrangements. A further responsibility is to conduct on-
going review and necessary

FACULTY MEMBERS:

revision of the Master Plan.

EX-OFFICIO, WITH VOTE

E. Rockel, at large
J. Turk, A F. S

'76

/76

Vice President, Administration
Finance

K. Tillman, Ed. '76 Vice President, AcademicoAffairs
D. Fair; A F. '78 Executive Vice President
G. Felix, at large '77 Director, Institutional Planning.
R. Edelbach, I.E.T. /77 Dean of Students
E. Collins, Ed. '77

W. Feldbaumer, Bus. '78

D. Mann, Nurs. '7R

P. Cohen, A F. S

Students (5)

5

c
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4: Academic Progress Committees

'a. sponsorg research studies and projects related to the admissi.o4.
and retention of freshmen and transfer undergraduate students.

b.

c.

d.

e.

recommends policies related to the retenti94 standards applied to
undergradikaTes at the college.

sponsors research studies and projects related to the admission
and retention of noh-matriculated undergraduate students.

.

recommends those undergraduate students to be dtismissed from the
CollIge for unsatisfactory academic achievement.

recomiends to the Vice President for Academic Affairs those
students who should be.pladed on academic probation for unsat-
isfactory academic achievement.

f. recommends the readmission of undergraduate students.

g. hears dismissal appeals and makes recommendations.

FACULTY MEMBERS:

'76

'76

EX7OFFICIO, WITH VOTE

A. Melvin, A & S
A. Hornyak; Ed.

Executive Vic Preslident
Academic Vice President or_

0. Heck, A & S '76 permanent designee
D. Rubin, Ed. 177 Dean of Students or
H. Hess, I.F.T. '78 permanent designee
J. Eberhardt, Bus. '78 Director, Advisement
R. Porter, Nurs. !77 CHANCE Representative
W. Ha.usdoerffer, at large '78 Registrar or permanent designee\
M. Pender, at large '77
L. Levine, English A.F.T.
Students.(4)

5. Academic Calendar, Registration, aria Scheduling Committee

This committee formulates the academic calendar and proposals for the
registration of students and scheduling of classes and final examinat

FACULTY MEMBERS: - EX-OFFICIO, WITH VOTE

R.

F.

S.

E.

W.

P.

R.

J.

R.

J.

Dundn, A & S
Wilker, Ed.
Fisher, Ed.
Smith, A & S
Phillips, at large
Laws, I.E.T.
Porter', Nurs.
Robinson, Bus.
Price, at larg,
Goodkin, A & S

Students (3)

'76

'76
'76

'77

'77

'78
.'78

'78

'77

A.F.T.

5
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Graduate Dean
Registrar
Executive Vice President
Dean of Educational Services

EX-OFFIGIO, WITHOUT VOTE .

Directar of Men's Athletics
Coorlinator ofWomen's Inter-

c,)11egiate Athletics



6. Admissions Committee

a. recommends policies related to the admission of freshmen an
transfer students to the undergraduate programs of the Coll

U. recommends policies related to the acoeptance and retention of
non - matriculated undergraduate students.

%FACULTY MEMBERS:

J.

M.
P.
D.

E.

Kruppa, I.E.T.
Schmid, Ed.
Rittenhouse-, at large
Mann, Nurs,
Sarafino, A 8, S

Students (3)

'77
'77
'78

'78

EX-OFFICIO, WITH VOTE

Executive
Director,
Registrar
Director,

Vice President
Admissions
or a permatyent
Advisement

S.

WLTHOITT VOTE

Dean of Students

designee,

N.7. visory rcktimitte on Arts, Cultural programs, and Extra-Curricular
Scheduling . .

This committee gives representation to the cultural Planning in the
Arts and Humantties and acts as an advisory body to special programming
aroups. It also establishes policies which provide continuity for extra-
curricular programming and to resolve 9r prevent schedule conflicts; and
reviews scheduling proposals to asoortain whethe or not they are in
concert with the purposes and goals, of the College

EX-OFFICIO, WITH VOTEFACULTY. MEMBERS-:

A.
C.
K.

J.

S.

K.

D.

R.
G.

Safran, A r. S

Kumnick, A e. S

Wynne, Ed.
Burcher, Ed.
Roback, Bus.

I.E.T.
rs.

Jone, t large
Woodwa at large

'77
,'77

'78
'76

'7H

'76

'78
'76

R. Meblm n, A S A.F T.

Students (H)

H. Affirmative Action Committee

Director of CUB Programs
Director, Student Activities
Director .of Minority Executive

Council

EX-01;;FICTO, WITHOUT VOTE

Dean of Students
Dean of Arts. and Sciences

The Affir-lAtiv'e Action Committee advises the Collego*s Affirmative
Action Oflier on ratters related to employee relations within the
College, and all r lAtions with contractors and tovernmental agenciOrs
in order to assure everyone conceoned that an atmosphere of non-dis-
crimination and eftial opportunity is guotanteed to minority persons'

and women.



Affirmati Action Committee (cont.)
ti

FACULTY MBERS:

C. Hanley, -Eng.
J.'SMith, Ed, Fld.
E. Williams, Soc.-Welf.
M. McLeod, Spch.&Thtr.
Students (2)

I

EX-OFFICIO, WITH VOTE

'76 Affirmativ Action Officer %
'77 2 Administrators
'76 2 Non-professional CiVil Service
A.F.T. Employees .

1 Professional Civil Service
Employee

9. Athletic Advisory Committee',

The Athletic Advislory Committee advises, the IrectorS of athletics in
mAtters of the intercollegiate athletiCs,and,intramural athletics
programs of the College. It is a soli-riding board for ideas and the
planning of athletic- programs. Recommendations on the establishment
of policies and development of supportIfor athletics are channeled
to the President.

FACULTY MEMBERS:

J. Walker, H.P.E, '76
J. Shea, Elem.*
E. Hager, Bio. '78
S. Moore, EleM. '77
C. Kingston, Bus. '77

Cromack, Math'. '78

J. Daubert, Bus. .A.F.T.
Students (6)

EX-OFFICIO, WITH VOTE

. Vice President,Admi4istration &
Finance or permanent designee

'Director of Intramural Activities
Coordinator of Women's Inter -

collegiate Athletics
DireCtor of Men's Athletics
President, Alumni
Assn. or permanent designee

EX-OFFICIO, WITROUT VOTE

Director of Admissions

10. College andCommunity Relations- ommittee"

This committee advises the chief administrative officer who is respen-
sible for performing theYuncions in the areas of public information,
publications, cairllege events, aluMni and community relations, and
special fund rating projects. The committee suggests general, policies
and procedures related to the interpretation of the college to'its,
various internal and external publics. Recommendation's are made re-
garding the naming of college facilities, the awarding of citations
and honorary degrees, the implementation of special-events, and the

ocoordination of an- annual orientation- program' for new members of the'
faculty and administrative staff.



to,

College and Community Relations Committee (cont.)

FACULTY MEMBERS: EX-OFFICIO,WITH VOTE

Hohmuth, A & S - '77 Grand Mars al of Collegd
C. Ehlers, A & S ' '76 Asst. to President for College
P. Cooper, Ed'. '78 Relations
E. Warner, Ed. '77 Executive Vice President-
V. Sheerer, Bus. '77 Asst. to Academic Vice President
R. Weber, I.E.T. ,78
R. Porter, Nurs. '76
G. Dickinson., at large '76
F. Goldstein, at large 178
R. Gleeson, A & S A.F.T.
students (5)'

11. Computer Centel Advisory Committee

This committee will function to establish proposals for the operation
of the Computer Center.

FACULTY MEMBERS:

J. Walthew, Ed.
T. Cheng, at large
Y. Lee, A & Si
N. Breland, A & S
W. Jones, Ed.
S. Linn, Bus.
I. Feryszka, at large
C. Feng, I.E.T.
G. Sharp, A & S
Students (3)

'76

'76
'77

'77

'78
'76
'78

'78

A.F.T.

EX-OFFICIO, WITH VOTE

Vice President for Administration '

and Finance or a permanent designee
Director, Computer Center
Academic Computing Coordinator

12. FacultyNrd Tnstitlitional Researchand Sabbatical Leave Committee

This committee establishes policy, encourages research activity, and
reviews faculty and college requests far research grants, sabbatical
leaveS and advanced study, and makes recommendations to th/President.

FACULTY MEMBERS:

D. Fein, Psych.
R. Pfeiffer, PhysiCs
,D. Guttentag, Bus.

'77
'78

'77
R. Gellman, Ed. Fld: '78
D. Evans, AAS '76
G. Oakley,,,Noc. Ed. '78-

J. Brodowski, Lib. '76
L. Waterhouse, Eng. A.F.T.
Students (2 without vote)

0

4
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EX-OFFICIO, WITH VOTE

Coordinator -of Federal Funding
-*academic Vice President or

permanent desigriee

EX- OFFIO, WITHOUT VOTE

Dean of Arts & Sciences
.Dean of Education
Director, Computer Center
3 Division Directors
Graduate Dean



13. Faculty Promotions Committee

The Faculty Promotions CommitteerecoMmends to the President members
rthe faculty for promotion. The department promotion committee will

ecommend to this committee faculty members to be considered for
promotion' in accordance with the procedures outlined in the current
Faculty Handbook.

FACULTY MEMBERS: EX-OFFICIO, WITHOUT VOTE

J. Burcher, El. Ed.
H. McRae, Sp. Ed.
A. Star, Bio.
J. Ellis, History
K. Everard, Bus.
W. Alexander, I.E.T.
C. Yengo, Ed. Fd.
S. O'Neill, Psych.
W. Ehrenpreis, Math,

'76
'77
'78
'76
'77
'78
'78

'76
'77

P. Malloy, Acad. Adv. -A.F.T.
Students,43 without vote)

14. Health and safety Committee

Academic Vice President
Dean of Arts & ScienCes
Dean of Education
3 Diision Directors
Graduate Dean
Chairman, Senate Faculty Affairs

Council=

so,

This committee studies the general health and safety needs of the
campus and makes recommendations to the President.

FACULTY MEMBERS:

IR: Epstein, Lib.
R. Bittner;
M. Curry, H.P.E.
A. Lazarus, Chem.
Students (5)

EX-OFFICIO, WITH VOTE

'77 Fire Prevention and Safety Officer
'78 Director ofdaFacilities
'78 Director of'"Health Center
A.F.T. Director of Housing

Vice President, Administration &
Finance or permanent designee

Radiation Safety Officer

EX-OFFICIO, WITHOUT VOTE

Director of Campus Security

145, Human Relations Committee

The funttion of this committee is to study problems of the college
community involved in human relations and suggest policies and pro-
cedures for their solution.

FACULTY MEMBERS:

M. Rothman, Phys.
0. Barker, Math.
B. Patterson, Pol.' Sc.
G. Jones, El. Ed.
D. Montalvo; P.R. Aff.
'tudents {4)

'76
'76
'77
'78
A.F.T.

5
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EX-OFFICIO, WITH VOTE

Affirmative Action Officer
Dean of Students
Director, Minority Executive Council

3



16. Instructional Media Center Advisory Committee

This committee will recommend
/Instructional Media Center.

FACULTY MEMBERS:

policies

'78

and services of the

EXCFFICIO, WIN VOTE

P. Allen, Nurs. Director, Media Center
P. Butcher, at large /77 Academic Vice President or
B. Novick, A & S '77 permanent designee
K. Finkral, I.E.T. '76
B. Harned, Ed. '76
N. Gaston, Bus. '76
H. Hernandez,at large '78
H. Nelsdn, Lib. A.F.T.
Students (4)

17 Library Committee

The Library Committee considerg current problems of library admin-,
istration with tLibrarian, studies ithe need for library materials
designed to serve the total college instructional and extra-class
activities, and recommends to the- President improvements and general
needs through the Vide Pres.jexnt for Academic Affairs.

FACULTY MEMBERS:

J. Brown, at large
R. Shepherd, El. Ed.
A. Wortis, at large
W. Brant, Bus.
E. Strasser,' A & S
R.,Bittner, I.E.T.
T. Valid, NUrs.
P. Cummings, Phil.
Students (4)

18., Student Awards Committee

'76
'77
'77
'77

'78
'78
'78

A.F.T.

EX-OFFICIO,WITH VOTE

Librarian
Graduate ,Dean
Academic Vice'President, or

permanent designee

*if

(:.The committee selects award recipients from students nominated by
the faculty and students.

FACULA MEMBERS:

E. Brink, H.P.E.
J. Nichols, I.E.T.
R. Hewitt, Geog.
Students 15...1

'77

76

A.F.T.

5

EX-OFFICIO, WITH VOTE

Dean of Students
Asst. Director of Financial Aid



19. Student-Facultcy Judicial Committee

This committee reviews caAes of student behavior which are considered
inconsistent with accepted standards of the College. In cases involving
suspension or dismissal, recommendations are made to the President.

FACULTY MEMBERS:

R. McCorkle, H.P.E.
G. Woodward, Sp. Th.
A. Ukpak, Econ.
P. Butcher, Lib.
D. Perry, Couns. Ctr.
Students (7)

a

'77
7 fi

17

'76

'EX-OFFICIO, WITHOUT VOTE

Representative from Dean of
Students' Office

20. Travel Study and Exchange Committee

er

4

This committee coordinates all travel-study and exchange courses and
programs offered to students and faculty, reporting its findings and
recommendations to the appropriat.adminiStrative office or committee.

Responsibilities include: (a) evaluating all proposals for travel-
study courses` or exchange programs which seek TSC student and/Or faculty
participation, whether for credit or not and regardless of the original

. sponsors; (b) initiating and developing new.courses and programs; (c)

evaluating 'on -going programs; (d) interviewing and recommending candi-

dates for faculty exchanges (e) hosting incoming exchange faculty; and
(f) exchanciing materials and ideas witother colleges'and organizations
both here and abroad with a view to improving present programs and

developing new ones.

FACULTY MEMBERS:

F. Hahn, at large
T. Muxray, A R. S

D. Williams;Ed.
S. Chukumba, at large
N. Schwartz, Ed.
S. Haenisch, A S

W. Al6cander, I.E.T.
M. Shenker, Bus.
S. Branclowk, at larne
SritiWIT's (4)

'76

'76

'76

'77

'77

'77

'78

'78
'78

EX-OFFICIO, WITH VOTE

Academic Vice President or
permanent designee

Coordinator of International
Education

EX-OFFICIO, WITHOUT VOTE

6nsultants to Committee, as needed
Representative of Summer School .Office

5f) ,
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APPENDIX A \--.. .

CODE OFETHICS

NEW JERSEY DEPARTMENT OF HIGHER EDUCATION

pJ,In recognition that it is essential that the conduct of 'lic officials
and employees shall hold the respect and cinfidence of the people, Chapter
182, Public Laws 1971 (RS 52:13D-1 et. seq.) was enacted by theNew Jersey
LegiIlature and signed by the Governor on June 2, 1971. That statute
provides that within the guidelines contained therein, the head of each
state agency shall promulgate a code of ehtics tq govern and guide the
conduct of State Officers and employees in his agency.

The following code of ehtifs is applicable to employees paid from federal,
state or county funds and who are qmployed in the New Jersey Department of
Higher Education, colleges (including county community colleges) and uni-
versities under its jurisdiction, and institutions, commissions and other
agencies organized within the Department:

1. No officer or employee should have any interest, financial or otherwise,
direct or indirect, or engage in any business or transaction or pro-
fessional activity, which is in substantial conflict with the proper
discharge of his duties in the public interest.

i
2. No officer or employee should engage in any particular business,

professional, trade or occupation which is subject to licensing or
regulation by a specific agency of State Government without promptly
filing notice of such activity with the Executive Commission on -
Ethical $\tandards.

3. No officer or employee should use or attempt to use his official
position to secure unwarranted privileges or advantages for himself
or others.

4. No officer or employee should act in his official capacity in any matter
wherein he has a direct or indirect personal financial interest that-
might reasonably be expected to impair his objectivity or-independence
of judgement.

5. No officer or employee should undertake any employment or service,
whether compqnsated or not, which might reasonably be expected to
impair his objectivity and independence of judgement in the exercise
of his official duties.

6. No officer or employee should accept any gift, favor, service or dither
thing of value under circumstances from which it might be reasonably
inferred: that such gift, service or other thing of value was given or
offered for the purpose of influencing him in the discharge of his
official duties:

7. No officer or employee should knowingly act in any way that might
reasonably be expected to createan impression or suspicion among the
public having knowledge of his,acts that he may be engaged in conduct
violative of his trust as a State officer.

6 G
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APPENDIX B

STATE OF NEW JERSEY - TRAVEL REGULATIONS

Transportation a Personally Owned Car (mileage basis)

"All employees using privately-owned cars in the performance of their
duties for the State of New Jersey and for which they are being reim-
bursed, shall carry liability insurance with minimum coverage of
$25/50,000 for personal injury liabilities and $10,000 for property
damage. Evidence that such insurance coverage is in full force and effect
with companies approved by the New Jersey Department of Insurance shall be
made-available to the Department Head or his authorized agent before auth-
orization is given employees to use their privately-owned cars."

SUBSISTENCE - Limitations On Reimbursement

"Per Diem. Reimbursement for subsistence expenses is limited to the actual
allowable expenses incurred, not exceeding a maximum allowance of:

1. $40per diem of which not more than $28.00 may represent lodging
costs, when attending a convention, conference, staff training
program or seminar where housing awommodations are an integral
part of the arrangements.

2. $33.00 per diem including meal costs, when engaged in regular
official travel in the conduct of State business other than in
#1 above.'

3 Reimbursement for meals for a partial period VI excess of groups
of 24 hour periods or for a period of less than 24 hours shall be
computed using the following schedule:

Breakfast
Luncheon
Dinner

$2.00 including tip
$2.50 including tip
$7.50 including tip

4 Reimbursement shall be made only for out-of-pocket expenses incurred
subject to the above limitations.

c. Reimbursement is approved for the, full cost of an official
convention meal which the employee attends when such meal is
scheduled as an integral part of the convention or conference
proceedings. If a meal or meals are included in the registra-
tion fee, the cost of said meal or meals is not to he listed
on the travel expense voucher."

RECEIPTS AND VOHCHERS ti

Memorandum of Expenditures

"All persons authorized to travel on business for the State shall keep a
memorandum of expenditures properly chargeable to the State, noting each
item at the time the expense in incurred, together with the date. Infor-
mation thus a1cumulated will be available for the proper preparation of
travel expense voucher,"

e



APPENDIX B (cont.)

Travel Expense Vouchers and Receipts

'a. All Claims for reimbursement of traveling expenses shall be
submitted on the authorized Travel Expense Voucher (Accounting
Bureau Travel Form No. AA101) and shall be itemized and stated
in accordance with these regulations, except that itemization
shall not be required where per diem subsistence was authorized.

b. Receipts for convention registration and for hotel or lodging
shall accompany the travel expense voucher.

c. Travel expense vouchers shall be supported by other receipts as
the Department Head mayorequire."

ADVANCE APPROVAL

Attendance at conventions and conferences which involve-expenses of $200 or
more per person, including transportation, \registration, lodging, meals,
etc., regardless of location, require ad ariCe approval of the Department of
Higher Education and Director, Division B Budget and Accounting. This

-. .

request, together with a statement of justification for travel, must be
signed by the campus supervisor and submitted to the Director of BusineS,5
Services, Bliss Hall, at lRast 21'days before the proposed trip.

REIMBURSEMENT

All Travel Expense Vouchers shall be rendered monthly, by calendar month,
and subminted to the/Director of Business Services, Bliss Hall by the
fifth working day of the month following the end of the month for which the
Voucher is rendered.

If the total of the monthly expense doe opt exceed $10.00, it shall be
carried oveF to tiw following month, unless the employee does not expect
to incur travel expenses in the following month. At the close of the
fiscal year, however, even though the amount is less, a voucher shall be
submitted, inasmuch as such expenses may not be carried forward into the
next fiscal year.

I
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APPENDIX C

FACULTY ORGANIZATIONS

Trenton State Federation, Local #2364 (AFT)

The Trenton State Federation, Local #2364, is open to teachers, research
scholar,s and professional staff of the college. It is dedicated to the
total welfare of faculty and professional staff. Academic freedom, tenure,
and morale are among its primary concerns, but the' organization seeks to
promote standards for superior professional performance. Its goal is to
safeguard all aspects of employment in the college; to protect the social,
personal, financial, and professional well-being of its members.

Since terms and conditions of employment are a special area of interest to
the Federation, members of the college community who have questions con-
cerning their terms and conditions cif employment should contact Philip
Malloy.

Until June 30, 1076, the Federation represents the official collective
bargaining agent fOr Trenton State College by virtuekof a free and open
election of the Trenton State College personnel. The Federation's
activities include social functions which are held throughout the year.

American Associ ion of University Professors

Active membership in the campus AAUP chapter is open to teachers and research
scholars who have at least a one-year appointment to a position or at least

-<,

half-time teaching and or research, with at least the rank of instructor or
its equivalnt. The A/UP is primarily concerned with conditions of academic
fieeclom and tenure, conditions of faculty participation in'institutional
government, and faculty status and morale. The Trentoh State College chapter
h4s a strong interest in working toward legislation and policy decision,is
which will implement the goals of the AAUP.

Trenton State College Faculty Association, Inc.

The Faculty Association is dedicated to the welfare of faculty and profes-
sional staff withi'theBhrgaining llnit. The purposes of this Association
are to promote high stanc14,rds of professional excellence; to establish and
defend the individual and c61/1ective rights of members of the Bargaining
Unit; to make recommendations of policy to affiliated organizations; and,
when duely elected, to represent the members of the BargailAng Unit in
collective negotiations. Terms and.,conditions of employment are only part
of the broad spectrum of the colic-ilium in which tw Association takes part.

Any full-time member of the'faculty or professional staff is welcome to join
the Trenton State College Faculty Association. Persons who join automatically
become Unified Members of the National Education Association (NEA), New
Jersey Education Associate (NJEA), New Jersey State College Faculty Associ-
ation (NJSCFA), and Mercer County Education Association (MCEA). M mbers are
backed by the most financially7sound and inflgencial professiona3 organizAtion
in our State and Nation.
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APPENDIX C (cont.)

N
Social functions of the Faculty Association include the annual Fall Picnic,
theater parties, dances, and the annual Retirement Dinnei.

Faculty Senate

The Faculty Senate is made up of forty-five members elected by the faculty
for a term of three years. The Senate is organized into five Councils
each of which deals with one of the following areas: Academic Affairs,
Faculty Affairs, Master Planning', Operations, and Student Affairs. Among
its many functions, the Seante has the responsibility of:

A. Advising the college president on matters of internal college policy,

B. Participating in the staffing and coordination of the standing committees
of the college,

C. tndertaking studies of problems either on its own initiative or at the
request of the faculty or administration,

y. ,
D. Actin° as a general forum for faculty discussion and opinion.

6
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